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Exhibit 1: List of All Required Reconciliation Activities

Activity Daily or Monthly Quarterly | Year-End Start of
Weekly Fiscal
Year

1 Review Fund Balance with Treasury X

Activity
2 Verify SF-224 Statement of X

Transactions
3 Analyze SGL accounts for Abnormal X

Balances
4 Verify Account Relationships X

(Biweekly)

5 Review Tria Balance for After Close X

Transactions
6 Review Accounts Receivable and X

Accounts Payable
7 Reconcile and Review Reimbursable X

Activity
8 Verify Labor Interface and Accruals X

(Biweekly)

9 Review Blank Funds X
10 | Review BusinessAreaand ALC X

Activity
11 | Module-to-Module Reconciliations X
12 | Review Unapproved Purchase Orders X
13 | Review Allotment Controls X
14 | Review Direct, Reimbursable, and X

Trust Fundsfor Invalid Postings
15 | Grant Activity/Letter of Credit X

Reconciliation
16 | Reconcile Cost Pool Allocations X
17 | Review All Unliquidated Obligations X
18 | Review Obligationsin Appropriations X

to be Canceled at Y ear End
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Activity Daily or Monthly Quarterly | Year-End Start of
Weekly Fiscal
Y ear
19 | Review Commitmentsin Expiring X
Authority
20 | Review Unfilled Customer Ordersin X
Expiring Funds
21 | Compare Beginning Balancesto Ending X
Balances
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Required Monitoring Controls for SAP

All procedures contained in this manual must be executed within the timeframe stated throughout
the document and as summarized in Exhibit 1. The Center DCFO must submit by e-mail a
summary that contains the status of 1) each procedure, 2) all exceptions, and 3) corrective actions
to Code BF on a monthly basis.

A signatory page (see Appendix | and the following page) is required for each procedure
(reconciliation, review, analysis, etc), must be signed and dated by preparer and supervisor or
other responsible party assigned to perform the quality assurance reviews, attached to the
procedure, and maintained for audit purposes.

Periodic meetings will be scheduled between Code BF and all Centers to facilitate report the
status of the monitoring controls in addition to the monthly submissions.

The Center DCFO has ultimate responsibility for ensuring all procedures are performed and
proper documentation is maintained.
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National Aeronautics and Space Administration
Certification of Procedure Performance and Review
{Name of Entity}

This form must be completed for each procedure (e.g.,
HpsiabeilelalsH review, reconciliation, analysis, comparison, etc.),
attached to the procedure, and retained for audit purposes.

Descriptive Title of Procedure Period

Preparer’s Section

| certify that the procedure above has been performed in accordance with prescribed
agency and center guidelines including proper source documentation. The performance
of required procedures has revealed the following:

a No exceptions

T Exceptions which are noted below and asitem ____ in the corrective action plan

Preparer Name Preparer Signature Date Prepared

Reviewer’s Section

I have reviewed the above procedure and concur with Preparer’ s findings and suggested
corrective actions.

Reviewer Name Reviewer Signature Date Reviewed

Description of Exceptionsincluding Amount
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1.1 Review Fund Balance with Treasury Activity

The SGL account 1010 series must be reviewed on a daily or weekly basis in order to ensure that
accounts are in balance at month end. The cash reconciliation processisintegral to producing
financial reports, both internal and external.

1.1.a Suspense Account Review

It is essential that all amounts in the Budget Clearing Account (suspense) F3875 and
Undistributed Intergovernmental Payments F3885, be analyzed and reviewed in order to ensure
their resolution within athirty (30) day timeframe. Each Center must provide detailed
workshesets to Code BFB on a monthly basis to account for each open item that comprises the
balances in the suspense and clearing accounts. Each center must provide explanations for all
items over 30 days and the plan of action to resolve each item with an anticipated date of
resolution.

Until these items are researched and recorded properly, they are in the system as a debit to a 1010
series account and a credit to SGL account 2400.0000, Suspense Liability. Failure to resolve
these unknown items may result in a misstatement on the annual financial statements since
amounts which remain in the SGL account 2400.0000 may in fact be revenue or expense items.

1.1.b Application of Funds Level Balance Verification

Procedures:
Select t-code GR55, report group ZAOF.

Use the GR55 ZBW2, Accounts by Fund — Cumulative, or ZFUN, Accounts by Fund — Period, to
obtain the details of SGL accounts displayed by fund.
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Frogram Edit Goto  Environment  Systerm Help
_ 3@ ICaQ  LHB OO0 BRI @m
NASA Account Balance by Fund: Selection

(Z» [ | Data source...

Fizcal year 2003
Company code MASH
Periad 1

Selection groups
Account number

Or valuers) ta rE
Business Area Set D
Or waluels) to
Fund Set ID
Orvalue(s) to @ B
Funds center
Orwaluels) to
Agency Location Code ag
Or waluels) to E
Applic. of funds @
Orvalua(s) to i E
Fund type E R
Orvalue(s) to l_::>\ B

| D | GRs5 PEl p01as02 | INS

ﬂsmrt”l G ) @ 1mzam
“@Eud |°jc1 |@Cm |@M5N |mmee ||@|;R5 B ke, |QSAP |¢_'N.q5 | R nl ) P

Transaction Code: GR55

ZBW?2: Accounts by Fund — Cumulative or ZFUN: Accounts by Fund — Period
Enter Fiscal Year: [current fiscal year]
Enter Company Code: NASA
Enter Period: [period or range of periods]
Enter Account Number Value: 1010.0000 to 1999.9999
Enter Business Area: [example: 22]
Enter Fund: [example: HSF412003D or list of funds]

Execute in Foreground
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Eeport  Edit

Help

300 ©e@ CHE 9noD BE @D

Acct Balance by Fund
Taovor| @B EH | T KA & F | B counn| 14 4] b ]| #2245
— Report Name: NASA Account Balance by Fund Selection Date: BEHHEBE
Varltl_nn.Chara... = Report Group: ZBWZ2 E
Appletn
[3h reecdn oot Business Area: 22 Feriod: G/ 203
lI:DEEl Fund: HSF4120030 Page: Rl 1
Yariation: Applctn iggqunts: 1919'9999'

= = * Applic. atfune |

8020111 &l
8030110 &8 Fund/8ccount alance Dehits Credits End Balance
8020111 8
1010, 5008 8,340 473.00 74,332 .08- 8,275,141.80
1010 6108 11,666 8 4,474 BG4 21- 4 463,007 35
B |+ HSF412003D 8,361,029 86 4,548 886.21- 3,812,133.65 | | &g
1010 5AGA 138,157 520 0A 1,254 743 0A- 136,902,777 .08 3]
1610 5215 13,308.13 3,736.48- 9,571 65
1010, 6100 4,311.32 76,843,264 .97- 75,838,953.65 | | el
1010, 8308
1010,9888 1,084.32 417 .16- 667 .16 | =5
* 5AT412003D 138,176,223 .77 77,102 161 61- f1,074 062 16 E
i 146,537,253 .63 81,651,057.82- 4,886,195, 81 5
E@
— =
I VD] [ I —
| U |Gras b2 potasot NS
i ar G v 2:44 PM
Mstart| | 1 1] > & 2 @D

“ @Eud...| Ere... | ] 5nP...| ®cR... | @Doc...| ] cR... | Micr...“;".ncc... (D osled S

Double click on SGL account to drill-down to details
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Edit

List Goto

Ext

em  Help

BldH @ CDRE Do BE @M

& 5 & FI-5Ldocument | Line item detail | Legend | Other list variant.
Debiticredit H Yersion 1
Currency USD
Fer|Doc . no. Funi Funds ctr Transaction currency
01| 1000720951 | HSF4120030 | 22-TRAINING 73,192 8O- USD
Qo1 1008720951 | HSF4120030 | 22 -0THERLABOR 1,140.08- USD
* Sum total 74,332 8O- USD
Debitscredit 5 Yersion 1
Currency UsD
Fer|Doc . no. Fund Funds ctr Transaction currency
02| 1000389643 | HSF4120030 | 22 -PRC 1,649, 751.08 USD
004 11000453906| HSF4120030 | 22 -PRC 346,845 .08 USD =
OB5 | 1000504681 | HSF4120030 | 22 -FRC 255 FOZ.08  USD ﬂﬁ
005100063981 8| HSF4120030 | 22 -PRC 408,861 .08 USD iii
0o 1000720944 | HSF4120030 | 22 -PRC 1,630,432. 08 USD =
[e1 | 1000720951 | HSF4120030 | 22 -0THERLABOR 1,140 08 USD QP
Qe | 1000720951 | HSF4120030 | 22-TRAINING 73,192,080 USD 5
[B5|1000750005| HSF4120030 | 22 -PRC 3,983 56008 USD o —
| U |GRras b2 potasot NS

imsmrt”l G ) %@?@ﬁdﬂ 1458 FM
“ @Eud...| Ere... | ] 5nP...| ®cR... | @Doc...| ] cR... | Micr...lI;'SnP... (D osled S

Double click on a document to drill-down to the details
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- a)
Dispiay Document: Entry screen
@ Lung!text'H'cS%c Hierarchvdncument||El'ud'ge'tar\,r-ledger

B

=
Payment budoet

|t |5 [ [Funds center _[Commitmentitm_ FA_[Subtype  [Amount [

1 |®[O0n13 1000 124 [AUTH 1,649,751.00 [=] -
2 |0)|®@|22-PRC 1000 124 [AUTH 1,649,751.00 [~]
M EZE 1080 124 [AUTH 16,853,112 .00 ]
4 |O|®z-PRC 1000 124 [AUTH 16,853,112 00
s oo 2|
TEE I
i @
SO0 =3
T EE [~

k- | Start.l“_ €5 [

LE- 2l SEe D assem
| e | Bre.. | o se. | B | Booc.. | Bloe... | Evic. [[oTors.. IS DEtled S0

Select Budgetary Ledger

11



FMM 9 Periodic Monitoring Controls Performed by Centers

w Dispiay Document: Entry screen
a3

Accounting document 4800019613
Spec. purpose ledger 1EER3BAG643

HSF 4120830

- Amount
124 JAUTH 1,649 751 .00
124 |AUTH 1,649, 751.00
124 JAUTH 16,053,112.00
124 |AUTH 16,063,112.00

¥ @ oot srment B %

fill
[+]
[+]
N

Hstart| | 53 11 > &

el @@ 257mm

“ Ereud..| Bre... | o sor..| Bler... | @poc...| Micr...“;‘ﬂms... é"sﬁp...l

Select Specia Purpose Ledger
0 Review detailed postings

12
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\/ 3l

B e

Dispiay Document: Entry screen

&

Long text | |6%9 Hierarchy document || Budgetary ledger |

Document category  |Document n
Accounting document 4800019613
Spec. purpose ledger 1O0E389643

& oignataeeument (B %

B
[~
= Armaount ]
124 [GUTH 1,644,751 08 [+]
124 |BUTH 1,649,751 .00 - B
124 [BUTH 16,053,112, 00 ]
124 [AUTH 16,853,112 .00
|
|
(%
[+ 2
i~
L[ » [ —

.iﬂﬁtart_l“ 3

> e

el @@ 2m0em

“ Ereud..| Bre... | o sor..| Bler... | @poc...| Micr...“;‘ﬂms... Q'UISﬂP...l. DEled S0

13
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Goto  Settings

List Edit

@ | BldHQCa@ SHE Do HE @
Dispiay FI-S1 local actual single docs
@ AT F BHE DT EHES B PN

There isfare DOET document(s) with @815 1ine items

alp

Doc . no. D Period Year CoCd R Yer Ld RefDocumnt D Pstg date Value date Entry date Time Uzer

Lnltm Item Account  Trns BA Cost ctr WBS elem. FA  Fund Cmmt item Funds ctr Order Tr.oprt ALC

1008389643 5 2 2003 NASAE B 1 95 BO0OZ0886 W 11/26/2002 11/26/2002 11/26/2002 15:39:24 HOBOOY?1

QEEEE1T 1 4610.2808 RFEU &2 124 H5F4120030 1008 G2-PRC 2oa043017

HaaAE2 2 1810.5000 RFBU 62 124 HSF4120030 1600 §2-PRC 80084901

HEEEE3 3 3MEt1.0e00 RFBU 62 124 HSF4120030 1000 62-PRC 20084901

HEGAE4 4 4610.2000 RFBU 22 124 HSF4120030 1600 22-PRC 80080781

HERAES 5 1010.56800 RFBU 22 124 HSF4120030 1000 22-PRC 20080701

HEAAHG § 3161.8600 RFBU 22 124 HEF4120030 1008 22-PRC 20080701

[2]el el Ty 7 4610.2000 RFBU 01 124 HSF4120030 1000 613 200086087 “m|
f2]aleleTats 8 1010.5800 RFBU 01 124 HSF4120030 1000 613 2608087 E
HEREEY 9 3161.0000 RFBU 01 124 HSF4120030 1600 613 200806087
HOEETO 10 46108.2000 RFBU 01 124 HSF4120030 1000 g11 20080087
EOEE1 1 11 1610.5008 RFBU 01 124 HSF4120030 1600 B11 80080087 =
HOEETZ2 12 3101.0088 RFBU G1 124 HSF4120030 1000 g11 20080087 ﬂﬁ
HEEE1 3 5998 . 00686 RFEU G4 124 HSF4120083D E
boaE1d 14 9998 0080 RFBU 62 124 HSF412003D =
HOEE1S 16 9998 Q080 RFBU 22 124 HSF412003D @
1 [+ &

Total B
Al [« I[P —
| b [6D23 b2 potas01 | NS
imsmrt”l G ) I fr@@edd  2mrem
“ @Eud...| Ere... | P} 5nP...| ®icR... | @Doc...| Micr...||£'[)is... s_'snp...l DEtled S5

14
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e : B & i
ajow

, Coé DHB DDon M 2R —
PR | Docwnend Overview
WA PHAEATSPTED Rows e The @0 O3
Do, Type 1 KE O Vendop peveent | Forusl sooment : = =
pon, mmber  [IOOEFER Compmny mod=  WRSA Fiooal year 2003
[o, dace 0242622003 Fasring dabe  02/20/2003  Feriod 05
Do quekeney 6D Rewerned by L50000BET2 ¢ 2003
Ttm| FE|Aoopant | Loomme shoTt teMt | AEslgnoent o | | Mot | Temt
L] 501010, 6100 [Distuese sl 443 200EE 4, B0, 00 -
2| 25111658 115 TEFT OF THE AIR 4, B0, 00
| L [rena 2 p1ae0z (N5 |
miﬂt" & 36 LogonFad 48D | ] Do ere | -I»‘.'I'I:ﬂ:lt'ﬂ...i & Dncunsent Dyery sy %

G oEW e s

Run the transaction register FMFG_E_TRANS_REG to reconcile the balance difference using
the document number (shown highlighted).

15
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H=F-~38
Pagtng peind
Pasing dute
Ciocuman date
Eniy dals
e document number LE00006ZEE
l_ﬂ.l.ll.

kL -
HAFS420003

On the transaction register FMFG_E_TRANS_REG enter the first transaction period through the
current period. Note: for FY 2003 enter the first active transaction period based on your Go-Live
date through the current period. Reference Document Number. Thisisthe SPL document
number, Business Area, and Fund.

Click Execute.

Menu Path:

Accounting

Financial Accounting

Funds Management

Information System

Additional Functions: USA Government
Federal Government

Miscellaneous

Or T-Code FMFG_E_TRANS REG

16
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Transaclion Registar

GAYT BN 4 86070y E5as| o

[retoec. 7 wew|Cocd  Fenod|Fosing daie [Doc dale |Cocne - Fund {Fund= oy Gmimt E=rrlAecaun w OebdAmau[s CrediAmo Gurrz |

AN000R2 £ 2005 NASA « A0SR0 - 10,3600 USD
S{0XIAZ00E  (ONIARDDE  [1S0ddd6368 Li=8 101 06100 4 240.00- [LIED
5| IA2AF00F |OaIREms | | I LE |zi1ooon|  #adn.on | 0==30
EIFIAZ00E |0FIA0D AOIEITRE HCrEAXIMD| 626010 (1530 (46100000 | dga00-|UgD |
S0eRE [ONINEGS | FE-Z50-10(2530 [4G0 0000 | | ¥ UED |
5[ IIAF00E |OnIaEmE | |7e-75010[3530  |4640.0000|  4340.00 | 0==3
£ T2 |(oEae | [Te-260-10/J530°  [4009.0000| 424000 | e |
T{MMZEI0G |[GHOZZI05 | 4EO0JTRRGE FE-250-10(2530 | | | - jUEn |
T|4MIE00E |CHOZImS | |7E-T50C1D0[3530 |4=07.0000]  4A40.00 | UED |

| L | FrFe;_E_TRANEREG ") po1se0z (NS |

Shstwe ||| ml seloomPai el | Eanmen - Moot | g Dcoment verien | [ Trammsctiomegeter @ PEsybces | [f Sl 0Fle  neen

Once the data comes back the user will be able to see the SGL accounts used for the transaction
and determine what entries are missing causing the out of balance condition.

» Display a specific Fund in SAP using the Trial Balance by Fund S_K 14 38000325.
» Double click on each 1010 SGL Account to display the underlying Document numbers.

17
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Report  Edit Goto

Help

Trial Balance by Fund
T /@ 8 [HEH | [T | (&I | (& | (B counn | [14][«][»][p1] | [ 258 3@

i
wariation: Characteristics itseelilEsiastste [~
Business area il
Fund 16
2002 |
s GL Account Beg Balance Dehits Credits LA
Yariation: Fund
I 1* Fund SetID 1810, 1008 24 51,732, 332 90 4 012, 417, 306 .47
1016, 2000 3,720, 000,01 358,390,001 .08
1310, 0000 18,4492 038.12 18,444 623.06
1319, 8000 2,834 29 2,321 .58
1340, 0008 TE.G8 4599
1349 . 0000 30,66 30,66
1360 . 000 46.74 29 R2
1369 . 8000 19.68 19.68
1410, 8008 50, 250 .00 50, Q00 . Q8
1511 . 8100 1,829 G656.56
1511 . 0200 1,855 821 016.00
1511 . 8900 64 7h5 043.893
1511 .80998 54 755 B43.93
1512. 8100 262, 283.19
1711 . 8200 T, 162, 098 .00
1719, 8000 1,008 .00
17208108 5,574 193.97 g00, 600 . A0
1720, 8208 2,411, 466,323 .00 =
[l [ <]

B To1 (1) @1 ifmptst | OVR

1010.1000 and 1010.2000 Fund balances per S_K14_38000325.

List Edit G Systern Help
& 3dHI€@@a@ DEE Snan EE @D
SAP Rf2
E & T & FlsLdocument | Line item detail | Legend || Other listvariant..
Debiticredit H Wersion 1 el
Currency UsD L=
Fer|Doc.no. Fund Funds ctr Transaction currency [~
HE1 1008041614 REDE41982D |62-986 30,000, 08- UsD
HE1 1000041615 R&EDE41982D (62-987 180,800, 00- USD
0E1 | 1000041616 R&D0419860 |6G2-506 147 000 .00- USD
HE1 | 1008041617 R&EDE41986D (62-525 523 000.00- USD
HE1 | 1000041618 R&EDE41987D (62-525 354 @00.Q00- USD
HE1 | 1008041619 R&EDE41988D (62-582 51,000 08- UsD
0E1 | 1000041620 R&0B419890 |62- 326 100, 800 . 00- USD
HE1 1008041621 | R&DE41989D (62-582 10,0008 08- 5D
HE1 1008041622 R&EDE41989D (62-906 40, 008 08- 5D
HE1 1008041623 R&EDE41990D (62-370 53,434 00- USD
HE1 1000041624 R&DE41990D (62-399 16,879.00- USD
HET | 1008041625 R&DE41990D (62-488 50, 000 .08- 5D
HET | 1000041626 R&DE41990D (62 -506 40, 0008 . 08- 5D
0E1 | 1000041627 | R&DO419900 |62- 869 186,121.00- USD
HE1 1008041628 R&DE41991D (62-323 18, 008.08- UsD
HE1 1008041629 REDE41991D0 (62-590 98 300.00- UsD
HE1 10080416360 R&EDE41991D (62-869 GO, 008, 8- UsDh
0E1 | 1000041631 | R&0B419910 |62-906 12 008 _00- USDH
HE1 1000041632 R&EDE41991D (62-946 33,395 . 00- USD
HET 1000041633 REDE41992D |62-426 656, 000, A0- USD

B T01 (1) 3113 PE ifmptst | OVR

Drilldown display on SGL account 1010.

18
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1.2 Verify SF-224 reports

This activity is performed monthly and is a Treasury requirement. SGL accounts are to be
reconciled to the disbursements and collections that are reported on the SF-224 Satement of
Transactions, Column 2 and Column 3. Please refer to

www.fms.treas.gov/tfm/vol 1/v1p2c330.pdf for updated instructions for the Statement of
Transactions including edit checks it is necessary to pass prior to filing the report with Treasury.

Procedures:
» Generate monthly SF-224 Satement of Transactions (FMFG_E_SF224). Each center
should establish a variant to run this report.

5F-224 Staternent of Transactions

B[S ' :
. I Note: Place cursor on this gray area
SF-224 STHTENEMT CIF TRANSAL TI0HES H H H
Ajuncy Lotalicn Goda BO0OOT D1 \ and CllC?k to hlghl Ight the col umn.
e O A 00 . | Next, hit and hold shift and click
G6tlion | - Clasaiiealion afCiabursamais and Caladions the next two columnsto hlgh'lght
by Appropriztion, Fund ard Racaipl Arcound .
!ﬂpr:n:m, Fured and Receipt I?rl:n:\l.ﬂl :I:'\ef-ur.ls B Colachone [Groms [ thern as Wel | . You Can then hlt
i i w | ctrl+cto copy and then ctrl+v to
900 1170 [T 27l paste to an Excel workshest.
A0 11 TOAST
L[ GEGEF] | |ooa
EIT T GEF] [ I5opan
CIRFATR Ay Tl 59006
ELERFIGET] | |2 40 77
AT | [EEEED
EIRIETGRFS [REELHF]
EMELTGRL] [117,561 &3 [EERIEE]
02301 | BGEOGETI.Z0
E[FI IR | 372 408,36
EORCIGRI] | BT EE]
2020110 .'!-? 1B- T4=3149.00
3020111 | &= 00
A0 EZRIEE] 2B AT 4345
EQECEGRT] | |EZB.161.3E
E[ETAGRN] | [2150506 =
4030110 T [14 567 607 30 =

FMFG_E_SF224: each center should establish a variant for this transaction.

Screen shots following show detail of accounts used to derive the summary balances on
the SF-224 Report.

19
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Lo OE DE

Jara.E00

x

e ek g3 : RESERINLY,
Collect an 2153819 10105215
 Cishursemrntz ard Adjstment 1@18.6180
et 10 Db on 11405615 1818188
 Uynpoalied Golktons 1110.2215
| Liekep. Wet Aneist DBUPS. s

ke plialon iFundeiame o Agpragriaion Symool
9 s Aanaton o Funds Cote b e s neel
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Fiaa e 2003 1o
Posfng period 1o

Pasing dake. 051 #2002 o CECH (2003
Dipcument daie in |
Entry date 1o

el el AumbeE 1

Cnpery podd RASA o

Eﬁ ‘ip

FLrdnnal e in

k! Showby orignal document

14F-204 RECH <

Use this layout to get only
cash accounts and
summarized by AOF

» Execute the Transaction Register (FMFG_E_TRANS REG). Use the report detail to
reconcile to the Treasury documents (IPAC, RFC agency confirmations, deposits, €tc.), to
the summary SF-224 and to identify any prior month activity or adjustments.

Use tcode FMFG_E_TRANS REG
Specify fiscal year, period, and business area

Must use established layout to generate report with only cash accounts and summarized
by application of funds

This report should be run in background, refer to OLQR for instructions
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Click hereto
export to Excel
i) [ 1ol

Retrieve report detail and export to Excel

Use this detail to reconcile to the Treasury documents (deposits, IPACs, RFC agency
confirmations, etc), to the summary SF224, and to identify any prior month activity or

adjustments.
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» Reconcile SF-224 Satement of Transactions balances to the cash and budgetary
accounts. Use Trial Balance GR55 ZAOF to obtain these balances.
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- - |-| E .|:||5;.||:ﬂ-__ .
Accounts by = i

2 oo | Batk |
BB D sttt e 55 venant i

Flscal paar pooa
DDA D8 Lt}
Feriod L
Fannd i

#coounls
l::lrwlul;{ul 1o
Business Araa 54110
carkalualE) i
Furd Bt D
Orwalus(s) 1o
Agpeny Locstioer Coae
CirvaluepEl 1o
dgplie. ofund3
Sryalunis] e
Furd tos
:ﬁrmluqta] ;

el Lol [s) [o o [4f

ﬁi‘n]“ o s LomPat i | B Dot -micrser.. | @5 Actiuss by ACF -, |

» Review and analyze any out of balance conditions and modify procedures to eliminate
these differences and identify transaction attributable to prior month activity.
» Notify all appropriate personnel if differences are found.

1.3 Analyze SGL Accounts for Abnormal Balances
This activity is performed weekly to identify all abnormal SGL balances.

Procedures:

Using S_KI4 38000325, Trial Balance by Fund at Full Account, obtain trial balance at each fund
level. Review each account to determine whether it has a normal or abnormal balance. If the
account has an abnormal balance determine why by drilling down on the total dollar amount to
the transaction detail. Continue to drill down through the various screens until the transaction(s)
causing the balance abnormality can be determined. Once specific problematic transaction(s) are
identified, perform the appropriate research. Obtain the transaction supporting documentation to
determine the nature of the transaction and reason for the error. In addition, contact the person
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who originated the transaction for clarification. The transaction causing the abnormal balance
may need to be reversed by the originating office.

» Thefirst time an abnormal balance is noted for a particular SGL account,
determine the transaction document type. Examine the document to
determine the posting model used. Report any suspected posting model
errors to the Competency Center via service requests.

Determine corrections required to resolve the abnormal balance.

Notify responsible personnel to initiate corrective action.

Verify that the correction is processed prior to month-end processing.

YV V

SGL_Account Normal Balance
1000 series (unless listed bel ow) Debit
1XX9.0X00 Credit
1010.2000 Credit
1511.0990 Credit
1611.0000 Credit
1613.0000 Either
2000 series Credit
3101.0000 Credit
3102.0000 Credit
3103.0000 Debit
3106.0000 Either
3107.0000 Debit
3109.0000 Either
3310.XXXX Either
4060.0000 — 4310.0000 Debit
4350.X000 — 4802.0000 Credit
4871.0000 — 4872.0000 Debit
4881.0000 — 4902.0000 Credit
4971.0000 — 4972.0000 Debit
4981.0000 — 4982.0000 Credit
5000 series (unless listed below) Credit
5XX9.0000 Debit
5730.0000 Debit
5790.0000 Either
5990.0000 — 5991.0000 Debit
6000 series (unless listed below) Debit
6100.8x00 Credit
6100.9X XX Credit
6400.1211 — 6400.1316 Credit
6600.0000 — 6610.0000 Credit
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6790.0000 Either
7110.0000 — 7190.0000 Credit
7210.XX00 — 7290.XX00 Debit
7300.0000 — 7600.0000 Either
9900 series Either

The USSGL Chart of Accountsis available at www.fms.treas.qgov/ussgl.

Using ZFI_ACCT_BAL_EX_RPT (Account Balance Exception Report), review accounts with
abnormal balances displayed. To determine why an account has an abnormal balance, drill down
on the dollar amounts shown and continue to drill down through the various screens until the
document(s) can be determined causing the balance abnormality. If there appears to be a problem
with any transaction, contact the person that originated the transaction for clarification. In some
instances, the abnormal balance may remain until the originating person initiates further action.

1ai8.1008
G nenpary Coda: AGA
Flscal Yea 2009

‘Busre==Area; a
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G_FUND

et o A EQUNtS
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Feound TrgssFlushes
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1.4 Verify Account Relationships

This activity is performed at least monthly as a system validity check. Verification is performed
to ensure that SGL accounts are in balance.

Procedures;

» Obtain the trial balance from GR55 and ZAOF and verify that the ending balances are
equal using the following formulae:

Description of test Proprietary Budgetary Accounts
Accounts
Advances 2310 4222
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Payables 21X X +221X = | 4901 + 4971 + 4981
Prepaids 14X0 +1450 = | 4802 + 4872 + 4882
Receivables 1310 = | 4251
Reimbursable revenue 5200 — 5209 = | 4251 + 42521
(except
depreciation)
Delivered Orders 3107 = | 49XX (beginning minus
ending balance)
Reimbursables Equation for | 4450 + 4590 + = | 4210 + 4221 + 4222 + 4251 +
FI Module Reconciliation® | 4610 + 4630 + 4252
4700 + 48xx +
49xX
Reconciling Reimb. To 4210 Anticipated | = | 4221 + 4222 + 4251 + 4252
Advances from Others' Reimbursables
(sales orders)
1 Reimbursable Funds only
Description of test Proprietary Proprietary Account(s)
Account
Expended Appropriations 5700 = | 3107
must be equal to
Unexpended
Appropriations Used for
appropriated (direct) funds
Funded Expenses 5700 = | 6100+6330+6730+1511 (E-
B)+1521 (E-B)+1750 (E-
B)+1810 (E-B)+1820 (E-
B)+1830 (E-B)

E=Ending Balance
B=Beginning Balance

» Verify that balances are equal.
» Determine the cause of any out-of-balance conditions.
» Notify all appropriate personnel.

Obtaining the Trial Balance GR55 ZAOF:

T-code GR55

Report Group: ZAOF

Fiscal Year: 200X

Company Code: NASA

Period: [Enter period required]

Execute for Each Comparison using Variant
Execute in Foreground
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When variances are found, you must execute the Transaction Register FMFG_E _TRANS REG.
When executing, only enter accounting document types in the document selection boxes in
Dynamic Selection. Entering other (non-accounting) document types will not produce the desired
results. Do not use the pull-down selection menu, asit is not pointing to the appropriate table
within SAP.

Note: Depreciation statistical charges recorded in SGL account 5209 can be determined by
reviewing the Estimated Price Report (reference FMM 9090).
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FMFG_E _TRANS REG: Transaction Register —
Using Dynamic Selection for Doc Type.
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Note: To only see the document type selected, uncheck the “Option” box (show by original
document). Otherwise, you will get the original transaction document and other SGL postings
related to that document.

1.5 Review Tria Balance for After Close Transactions

Immediately after each period is closed for transaction processing print a hard copy of the trial
balance, S Kl4 38000325 and save an electronic copy. Thisis the baseline and may be used for
future comparisons.

1.6 Review Accounts Recelvable and Accounts Payable

1.6.1 Verify Accounts Receivable Balances

The A/R specialist maintains spreadsheet records, which include the following information:
Name, Address, Beginning A/R balance, Current period billing, Interest, Penalties, Payments
received, and Ending balance. Thisis crosschecked using the SPL report S ALR 87012173
(Account Balance by Customer or List of Customer Open Items).
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Compare spreadsheets or worksheetsto report S ALR 87012173 (List of Customer Open ltems).
Also use ARRPT6 (Customer Statement) and compare to the GR55 ZAOF Trial Baance for
account 1310.0000. Investigate and correct any differences.

1.6.2 Abnormal Receivable Balances

The review of abnormal balances for accounts receivable by customer is necessary to ensure that
the budgetary and proprietary accounts are properly recorded.

» Review SGL accounts 1310.0000 (Accounts Receivable), 1340.0000 (Interest
Receivable), 1360.0000 (Penalties, Fines, Administrative Fees Receivable), 1410.0000
(Advances to Others), and 1450.0000 (Prepayments) for credit balances using the SGL
Account Balances Report by Customer S ALR_ 87012173 and the Trial Balance GR55

ZAOF.

» If an abnormal balance is found for any of these accounts, refer problem to the
appropriate Accounts Receivable employee who will research and initiate the appropriate
action.

» Review any negative entries to ensure these are valid reversals.

» Accounts Receivable should review the Account Balances Report by Customer
S ALR 87012173 daily to verify the prior days business is properly posted. Use
dynamic selections to run the report by document entry date.

» Verify that the appropriate action is processed prior to month-end processing.
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To review abnormal balances for A/R customers use the “List of Customers open Items report”
T-code S ALR_87012173.

Fill in customer account if known, company code, and the open items key date.
Click Execute.
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The list of Center customers will come up and the user should scroll down through the list for

SGL account 1310.0000 to make sure that no credits exist. If acredit does exist, the vendor paid

more than the Center billed. Additional billing cost should come in from the vendor to clear this
credit. If the vendor does not send additional billing, the Center should return the funds to the

vendor.
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The user should aso run the ZFI_ACCT_BAL_EX_RPT, Abnormal Balance Exception Report,
for SGL accounts 1310.0000, 1340.0000, 1360.0000, 1410.0000, 1450.0000.
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Account Balance Exceplion Report
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If any abnormal balances exist the proper person should be notified to correct.

1.6.3 Aging and Write-offs of Accounts Receivable

Accounts receivable must be reviewed quarterly to determine whether write-offs are occurring
within NASA guidelines (Reference FMM 9051-5n). Utilize the ARRPT 7- Aged Accounts
Receivable Report to assist with this review.

1.6.4 Schedule 220-9 Treasury Report on Receivables (TROR)

Each Center is responsible for reporting their receivables to Code BFB on a quarterly basis. Code
BFB then consolidates Center reports and forwards this information to Treasury on the Schedule
220-9, which isarequired Treasury form.

Reimbursable and Non-reimbursable document types appearing on the S ALR 87012173
include:

Non-Reimbursable Reimbursable
DX — Payment DP — Down payment liquidation
DA — Payment RV —Billing
DR - Billing DC — Customer Liguidation of Down payment
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| DZ — Payment |

The following reports should be used to prepare the TROR:

S ALR 87012173 (List of Customer Open Items)
ZRFI_AR_REFER_COLLEC (Referred to Collection Agency for Collection)
ZFI_AR_STATUS (Accounts Receivable Status)

ARRPT13 from BW (Accounts Receivable Finance Charges)

ARRPT7 from BW (Aged Accounts Receivable)

Note: When using the S ALR_87012173, the A/R specialist should be aware of a limitation of
the report. This report is designed to provide summary level information by customer. Reversals
appear on the report, inflating both the disbursements and collections, although the net balance is
the same. It is necessary to remove these from each total for cross checking purposes. In order to
determine which transactions are to be filtered, review the report for RV transactions. Any credit
RV transactions should be eliminated from your Report on Receivables.
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S ALR_ 87012173 with dynamic selections. business area and account group (ZCOM
and ZFED). Haveto run areport for ZCOM and areport for ZFED separately and
balance the total of the two reports to the special ledger (GR55-ZAO0F). Thiswill
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validate that the total of al open receivables balances to the 1310 account. Y ou must
validate the total AR balance because the gener al ledger does not have separ ate
accounts for federal and commer cial accounts receivable.
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Run this report with prior fiscal year selected to get the beginning fiscal year balance.

Must run periods 1 through 16 to include converted data. Run the prior year (ZAOF)
report to pick up open accounts receivable balances that were converted.
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Accounts by AOF - Multipfe Sefecl: Seleciion

Select these accounts to balanceto the S ALR 87012173 List of Customer Open Items
Report.
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Run ZAOF for the current period, the account totals for this (ZAOF) report and for the
prior year ZAOF report should equal the total for the ZCOM and the ZFED List of
Customer Open Items Reports (S ALR_87012173).
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1.6.5 Abnormal Accounts Payable

» Review SGL accounts 2110.1000 Accounts Payable for debit balances using the Trial
Balance GR55 ZAOF.

» If adebit balance is found for SGL account 2110.1000, refer the problem to the
appropriate Accounts Payable personnel who will research and initiate the appropriate
action.

» Verify that the appropriate action is processed prior to month-end processing.

» The user should aso check their accounts payable SGL accounts by running the
ZFI_ACCT_BAL_EX_RPT, Abnormal Balance Exception Report, for SGL account
2110.1000.

1.7 Reconcile and Review Reimbursable Activity

1.7.1: Reconcile and Review Reimburable Advances

The Reimbursable area will perform a monthly review of reimbursable receipt advances and
exceptions (waivers to advances) to ensure the exceptions are in compliance with FMM 9091-4d.
Waivers to advances will not be tracked in SAP and are only found in the Sales Order text field, a
non-sortable field. The balance in SGL 4222.0000 (Unfilled Orders with Advance) must equal
SGL account 2310.0000 (Advances from Others).

» Ensure that these accounts balance to each other in the FI module by running the FS10N
General Ledger Account Balance Display for each account, SGL 2310.0000 and
4222.0000. The FS10N generates inception to date balances. If the accounts do not
have the same balance, investigate and make necessary corrections.

» Next, ensure that these accounts balance to each other in the special ledger. Generate the
Trial Balance GR55 ZAOF for the prior fiscal year periods 1 to 16 to pick up the
converted or carry forward balance, and also generate the report for the current year
balance. Run these reports for each account 2310.0000 and 4222.0000. If the accounts
do not have the same balance, investigate and make necessary corrections.

» Compare the FI (FS10N) and SPL (ZAOF) balances. If these balances do not agree,
investigate and make necessary corrections. Run the List of Customer Open Items
S ALR 87012173 with dynamic selections by business area and general ledger account.
Run the report for SGL account 2310.0000. The grand total should also balance to the
general ledger. Use the List of Customer Open Items Report to check for debit advance
balances on any customer accounts. If any abnormal balances exist, investigate and
make any necessary corrections.
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©v 6563wk,

1.7.2: Reconcile and Review Reimbursable Bills and Collections
The appropriate Reimbursable and/or Accounts Receivable areas are to perform the following
review:

» Generate the Transaction Register FMFG_E_TRANS_REG for SGL accounts series
4251.0000 and 1310.0000.

Drilldown into the account balances for both SGL 4251.0000 and 1310.0000.

Sort the Currency column in either ascending or descending order and match each
account report by transaction.

Also, match hardcopies of bills to the Transaction Register for SGL 1310.0000.
Generate the Trial Balance for SGL accounts 4251.0000 and 1310.0000.

Import a spreadsheet file to Excel and filter/sort by reimbursable funds. This should be
created first before running the Trial Balance.

The Trial Balance gives the beginning and ending balance for SGL accounts 4251.0000
and 1310.0000, and the debit and credit balances for the current month.

Investigate and correct any differences.

YV VYV VVV VYV
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1.8 Verify Labor Interface and Accruals

The Labor Interface should be reviewed on a pay period basis prior to verifying the labor accrual.
Responsible Labor personnel will obtain a copy of the Labor Cost System report for the pay
period showing total dollars and total hours by OMB object class (cost element) and by Fund
Source. The Labor Cost system is alegacy system, which interfaces with SAP. The interface
posts the labor costs and the labor (payroll) disbursements into SAP viajournal entry postings.
Reconcile the Labor Cost System report to SAP to verify that the balances by object class and
Fund source agree with the balances in the Transaction Register.
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Procedures:
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Use T-code ZRFFMFG_FMUSFGA

Centers should create a variant for their labor. They can edit existing variants to properly reflect
the correct funds center. Change the posting date to the date that your labor ran at your Center
and posting period. Also, change the accounts to reconcile cash (1010.6100) or costs (6100.1000
to 6100.1999)

Menu Path for Variants:

GoTo

Variants

Save As —thisis after the datais entered on the screen.
Click execute.

To verify labor accruals, use the same T-code ZRFFMG_FMUSFGA for account
numbers 6100.1000 to 6100.1999. Usethe last calendar day of the month for the posting
date. Verify the accruals document type “XA” by comparing to the sum of SGL accounts
3100.0000 and 2213.0000. Check to ensure that the previous accrual is reversed. If the
previous accrual is till on the books, notify the individual responsible for originating the
accrua and have it reversed.
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The total on this report reconciles to the payroll disbursements. It should tie to the payroll object
class report that comes from MPPS at Marshall Space Flight Center and the amount Treasury
paid for the Center.

The 224 generator can also use this report to ensure that the total on the 224 agrees with the total
out of SAP for disbursements in payroll.

1.9 Review Blank Funds

Each Center must review its transactions on a monthly basis to ensure that all were assigned to a
fund.

Procedures:

> Runthe GR55 ZAOF

» Select the appropriate period and your BA

» For variation characteristic, select Fund

> Click arrow on Fund set ID

» Blank funds will top the list

> Click on blank funds to drill down to the transaction level and determine the document
number

» Use the document number to pull the supporting documentation and determine the correct
fund

48



FMM 9  Periodic Monitoring Controls Performed by Centers

» Refer the blank fund transaction back to the originating person for reversal and re-entry
with the correct fund

Note: The first time this review is performed, select al periods to date. Thiswill allow you
to eliminate from your review those blank fund transactions, which were already cleared in
subsequent months.

1.10 Review Business Areaand ALC Activity

Each Center must review its activity by Business Area (BA) and Agency Location Code (ALC)
monthly to ensure that 1) the BA has only its own ALC'’s activity and that 2) the ALC has only its
own BA’s activity, and 3)an ALC has been assigned to all activity. ALC activity is derived, not
entered with each transaction. This cannot be reversed by your Center. It is necessary to file a
Service Request (SR) in order to have the ALC corrected. In addition, you must contact the
Center which originated the transaction and inform them of the issue because this impacts the SF-
224 Satement of Transactions. |n the event of an incorrect BA, research the transaction to
determine if it can be corrected at your Center. These instances may have a variety of causes.
Any that cannot be fixed directly must be referred to the Competency Center with a SR for
correction.

1.10.1 Determine that BA has only its own ALC transactions

Run the GR55 ZAOF

Enter your BA

Execute the report

Under Variation Characteristics, enter your ALC

Review all ALCs other than your own to determine which Centers are booking their activity to
your ALC.

Also check the blank ALCs. These transactions need to be investigated and corrective action
should be taken.

1.10.2 Determine that ALC has only its own BA transactions

Run the GR55 ZAOF

Enter your ALC

Execute the report

Under Variation Characteristics, enter your BA

Review all Bas other than your own to determine which Centers are booking their activity to your
BA

If it is determined that another Center has used your BA or ALC, please contact the originator of
the transaction. Ask them to take the proper steps to reverse the transaction and enter it properly.
Also check the blank BA transactions. If the problems cannot be corrected at the center level, file
a service request with the Competency Center.
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1.11 Module-to-Module Reconciliations

To ensure imbalances between FI and other modules do not exist, it will be necessary to reconcile
the following items on a weekly basis.

1.11.1 Reconcile FM Expiring Commitments to FI Expiring Commitments.

Usereport FMRP_RFFMEP10X Commitments and Funds Transfers. The menu path
can be found in Appendix 4.

Enter the funds which will be expiring and save this as a variant.

Once a variant has been created for expiring funds, click on Dynamic Selection and select
value type indicator 50 (Commitments created by requisition) and your Business Area.
Click on the <Execute> icon or the F8 function key.

Reconcile the amounts for FM Expiring commitments in FMRP_RFFMEP1OX (SGL
account 4700.0000) to the balance if FI Expiring commitmentsin FBL3N or FS10N.
Note: In FS10N, the user will need to drilldown on the ending balance.
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Note: Always input one Fund or a Fund range of two or three funds to perform this query. This
report may timeout if attempting to run multiple funds.
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List Edit

Help

Selections | 4 4 » »l

gasoq /2002 10:47:53  Commitments: Line Items by Document Number 1 L=
FM pstg d. |[Malue Type Text|[imt twpe FPayment hudget (G/L acct FML |Fund Funds ctr cmmt item
071142002 |Purchase requit|Change 10,000.01-|6100.4111 [MASA|HSFS420020 ) 62-283 4100
07 /1142002 | Purchase regquit|0riginal 24 000.01 |61600.4111 [MASA|HSFS420020)| 62-283 4100
07 /1172002 |Purchase requit|Change 24 000.07-)6100.4111 [MASA|HSFER420020) 62-283 4180
B7 /1142002 |Purchase requit|0riginal 40, 008,01 |6108.4111 |NASHK|HSFE4Z20020| 62-379 4180
OF /1142002 |Purchase requit|Change 40,000.01-|6100. 4111 [MASA|HSFS420020) 62-379 4100
071142002 |Purchase requit|0riginal 384 .01 |6100.4111 |MASA|HSFS420020) 62-2749 41080
07 /1172002 | Purchase requit|Change 0.01-(6180.4111 |NASA[HSFR4Z2002D) 62-279 4180
B7 /1142002 |Purchase requit|0riginal 10,008,071 |61068.4111 [NASHK|HSFE4Z20020| 62-283 4180
071142002 |Purchase requit|Change 0.01-(6180.4111 |NASA[HSFSA420020| 62-283 4100
07 /1142002 | Purchase regquit|0riginal 24 000.01 |61600.4111 [MASA|HSFS420020)| 62-283 4100
07 /1172002 |Purchase requit|Change 0.01-(6180.4111 |NASA[HSFR42002D) 62-283 4180
B7 /1142002 |Purchase requit|0riginal 40, 008,01 |6108.4111 |NASHK|HSFE4Z20020| 62-379 4180
071142002 |Purchase requit|Change 0.01-(6100.4111 |NASA[HSFS420020) 62-379 4100
07 /1542002 |Purchase requit|0riginal 266.01 |6100.4111 |MASA|HSFS420020) 22-322 41080
07 /1572002 |Purchase requit|Change 0.01-(6180.4111 |NASA[HSFR4Z002D) 22-322 4180
O7 M5/ 2002 |Purchase requit|0riginal 7.500.01 |6100.4111 [NASHK|HSFE4Z20020| 22-297 4180
07 /1542002 |Purchase requit|Change 0.01-(6180.4111 |NASA[HSFSAZ0020) 22-297 4100
OF /152002 |Purchase regquit|0riginal 9,300.601 |6100.4111 |MASA|HSF5420020) 2262-376-20| 4100
% 53,439 042 653 |
[=]
| Layout copied b | FMRP_RFFMEP10% P2 ifmptst | OVR

Results of FMRP_RFFMEP10X highlighting the balance of Fund HSF542002D. Note the
reconciliation to FBL 3N below.

Note: Fields that need to be added/ deleted to the report layout must be done PRIOR to any
filtering or subtotaling. Also, once the report is customized to user preferences, it may be saved
as alocal variant for future use.

To Filter: Click on thefilter icon (looks like a funnel) or (Ctrl +F5) and select the desired fields
from the Field List table. Then click on <Copy>.

To Subtotal: Sort the column you wish to subtotal first by clicking on the column header and
then clicking on the “Sort Ascending” icon or (Ctrl + F4). Then to subtotal, click on the same
column header. Then click on the Subtotals Icon (looks like a double-Sigma) or (Ctrl + Shift +
F6)

Reconciling to the FI Expiring Commitments:

To reconcile the FI Expiring Commitments, run FBL3N (SGL Line Item Display) for SGL
Account 4700.000 and then filter the results by the desired Expiring Fund(s). Thisis performed
by clicking on the filter icon (looks like a funnel) and entering the Expiring funds(s). Once the
report is customized to user preferences, it may be saved as alocal variant for future use.
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List Edit If_:fl:nt-:l E::;fir':ars: Eg'-.-'irn:lr'nrruent Setftings  Systerm Help
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EA PE|Pstg date Amount in DCIREEAREETae Fund Funds center Type

[ 62 RE|aF 182002 9,159 . 00-| 4700 . 0008 |HSF5420020| 62-957 EL
C 52 5O (O7/18/2002 5,070.00-|4700. 0000 |HSFS420020|62-957 BL
= 62 50|07 /18/2002 29,451 .00-|4700. 0000 |HSF542002D| 62 -957 BL
L] B2 50|07 /18/2002 10,459 .00-| 4700, 0000 |HSF542002D| 62-957 BL
L 62 ROfOF 182002 18,980, 00-| 4700, 0000 [HSFE420020( 62-957 EL
[ 62 hO(O7¢/18/2002 19,632.00-|4700. 00008 |HSF5420020|62-957 BL
[ 62 50 (B7/18/2002 26,072 .00-| 4700 . 000 |HSF542002D| 62-957 BL
L B2 50|07 /18/2002 12,252 . 00-|4700. 0008 |HSF542002D0| 62-957 BL
L 62 ROlavs1asz2o02 3,594 00-| 4700, 0008 |HSF5420020| 62-957 EL
C 52 5O (O7/18/2002 9,920.00-| 4700, 0000 |HSFS420020|62-957 BL
[ 62 50 (B7/18/2002 34 564 .00-|4700. 0000 |HSF542002D| 62 -957 BL

2 1,081,785.00- HSF542002D| 62-957

53,439,042 .63- HSF5420020
*rr hccount 47000000 53,439,042 63-

[ 11T

| [ | FBL3N iffmptst | OVR

Results of FBL3N (data from FI module) highlighting the balance of SGL 4700, Fund
HSF542002D. Note the reconciliation to FMRP_RFFMEP1OX on previous page.

1.11.2 Reconcile FM Canceling Obligations to FI Canceling Obligations.

» Use FMRP_RFFMEP10X (Commitments and Funds Transfers). The menu path can be
found in Appendix 4.

Enter the funds which will be cancelled and save this as a variant.

Once the variant has been created for canceling funds, click on Dynamic Selection to
select value type indicator 51 (Obligations created by Purchase Orders), 58 (Down
payment requests), and value type 65 (Obligations created by travel orders).

Enter a date range for the canceling obligations.

Click on <Execute> icon or the F8 function key.

This will return the canceling obligations.

Reconcile the amounts for FM Canceling Obligationsin FMRP_RFFMEP1OX (for
SGL account 4801.0000 and 4802.0000) to the balance of FI Canceling Obligationsin
FBL3N or FSION. Note: In FS10N, the user will need to drilldown on the ending
balance.

Y VY

YV VY
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@ 10 e0e 0HE DDon DR QE
Commitments: Line items by Document Nuinber
@'ﬂ|&§|ﬁ?|g%|sﬂ@ﬁﬂﬁ%|ﬂ@i@|Selections||14bb|

List Edit Goto

g/02/2002 17:14:57 Commitments: Line Items by Document Mumber 1 E
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stg d. |Value type|imt type |FHALC| Payment budget|Text Fund Funds ctr [Cmmt item
1/2002 | Purchase "|0Original | USD GO, 00080 |PACKAGING TECHWOLOGM|HSFE420020|22-2497 4100
172002 | Purchase %|0Original | USD PROCESSING METHODS M| HSFE420020|2262-376-260 (4100
142002 | Purchase %|0riginal | USD LIGHTING IWNOVATION%|HSFE42002022-297 4100
142002 |Purchase %|0Original | USD RESERRCH, EDUCATION%|HSFE42002D|62-297 4100
142002 | Purchase %|0riginal | USD RESERRCH, EDUCATION%|HSFE42002D|62-949 4100
172002 | Purchase %|Original | USD METEOR OBSERWATION "|HSF542002D|62-949 4100
1/2002 | Purchase %|0Original | USD MNSSTC COOPERATIVE AM|HSFE42002D|62-949 2550
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172002 | Purchase %|0Original | USD NSSTC COOPERATIVE AM|HSFE42002D|62-949 4100
142002 |Purchase | 0riginal |[USD Research Development|HSF542002D0 (62-376-10 25560
142002 |Purchase %|0riginal [USD Research Development|HSF542002D(62-376-50 2550
142002 | Purchase %|0riginal | USD FUNDING FOR USRA GR%|HSF542002D|62-283 25560
1/2002|Purchase %|0riginal | USD FUMDING FOR USRA GRM|HSF5420020|62-376-20 |2550
1/2002|Purchase %|0riginal | USD FUNDING FOR USRA GR%|HSFE42002D|62-379 4100
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i USh | 727,900,888 37 ]
[+
Al J[4][¥]

| [ | FMRP_RFFMEF10X [l ifrptst | OVR




FMM 9  Periodic Monitoring Controls Performed by Centers

=G0 Acomant Lims Thens Display 1
Let Eot Goto Fafres Eperonmant Zettnge Sestem o belp L]

& E|ece DCHBonoD AR @
M PMHMmsE B3R PAY Bay BROE B 0o

2
EAL accomnt e, BRI . AAB0  Unezpemnden Abligatiens - Bopaio
Company Code HAZi
B PR Asguat fn Jocal cur. Fund Famls centes Broouat

B 02 |se 27, 64d B |HSFSRFRN2D (62-9K0 HE . DREH
r 62 |se A, Bul. 00 | HEFSH2BERD |62-U80 KHB . naen
B [ L1} F2,098.36 |HEFS4ZEA2D |62-940 EL I ]
[ 62 |(h@ 0, JUZ .80 (WEFENZE02D (62-DK0 SO a0l

L] 16,392 12023~ | HSFS42 0020 [67-9&9 &HE . BaRn
r 2 5B L, 0. - | HEFER2 RN (62057 KHEA . oaEn
r 62 |5@ A8, 15, Bl- | HEFSN202D (62957 Mg . paRn
= 62 Le 10,625, B | HEFSAZB0HD |A2-957 kAE  BABR
I 2 |58 %, fHk . B | HSFS82 002D (62957 &HE . DRIRN
r 62 |5R 0, A00. 00— |HSFSA2 @020 (62957 BHE _paen
_ 62 (5@ 00, a00. BO- |HEFS4ZN2D (GF-957 LREA . paRA
[ 62 (k@ L0000 | WEFCE2ERI0 42957 kg, R0

" A, L, 52k B | HEFSARRN2D (62-957 HE . DR
r 62 |5e 50,800 B- | HEFSR2BARD (62F6-07h-10 HB . paen

- 5,000, B0 |HEFS428A2D (G2T6-37T%-14 SR8 . paA0

HE FET 900, BAS 37— | HSFS42R02D &HEA . pRen

i 727,908, 88% .97 LA . AR
EfL accoent mo. - -
Codpany Code -

BA FE |Amoumt dn Iocal cur. | Fund Famds center BCCoumt
WEEE F27 000, B0E 37

FEL3H~ [iwpis [OuR [ @17
Results of FBL 3N (data from FI module) highlighting the balance of SGL 4801 & 4802,
Fund HSF542002D. Notethe reconciliation to FMRP_RFFMEP1OX on previous page.

1.11.3 Reconcile FM Reimbursements to FI Reimbursable Funding Status.

» Use SGL Reconciliation Report ZNASAST5B, searching by Fund(s), FM area= NASA,
and by Fiscal year and period. (One other option: Usereport FMRP_RFFMEP10X
(Commitments and Funds Transfers. Click on Dynamic Selection and select value type
indicator 83.) The menu path for all reports can be found in Appendix 4.
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Erogram Edit Got em  Help

& = RN B R s e S A - e R 2 B W Y ez R L
Sefection: NASA SGIL Reconciliation Report
&5 [T  Classification

Standard selections

Fund HEF542002R 1o =
Key date ag/eg/2002

Hierarchy Wariant

Funds center to =

“ear commitment iterm
wariant ajcyel
Caomimittnent item ta

"

Report selections

Fhl area NASHs Agency

Fiscal vear 2002

Feriod c] Mot assigned
To period 16 Special period 4
To fiscal vear 2802|

|zmaz

[+ | ZMASASTSE ifmptst | OVR

Initial screen entriesfor ZNASAST5B.

» Click on the execute icon, and the following screen appears.

Eeport Edit Goto N

Bl d HI @ DHEE oo EE @D
Execite NASA SGIL Reconciliation Repori: Overview
&Iy & 2 85 14 4 » 0 Mumber farmat | [ (27

MNASA S50 Reconciliation Report Current data (08/08/2002 11:20:38) ;
—HMNavigatiorr
Fund type - . .
Fund ; Navigation
Budget subtype il
.“.rnpunt type x pth
< ®
Fiscal year Authority Reim Auth cComm Exp Auth U |Exp Auth P[Avail Auth
Displayed in 1 USD 1 USD 1 Tr T 5T 1 USD 1 UsD 1 USD
Y2aE2 f,670,644 08 4,321,301 79 4 550 A0 35,726 00 10,008,808 o0.00 Z,499, 066G
+Total N?B,G44.BB 4,321,301 .79 4 550 .08 35,726.00 10,000 . 868 a.o0a 2,499, 066
Drill down
here.

[ b | ZznasasTER ifrptst | OVR

» Next, drill down by Fund type/ Fund/ Budget subtype by double clicking on the blue area
where the Fiscal year 2002 is displayed. The Allotment/ Authority/ Cost Pool/ Not
assigned Budget subtypes are displayed in the following screen print.
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Report Edit Goto ate Si
& || BB IC@Ea BEREB ahan FEE @D
Execute NASA SGL Reconciliation Repori: Overview

Ela TS T 8814 4 » 1l Number format... | S 27

Settir m  Help

WASA SGL Reconciliation Report Current data (B83/08/2002 11:20:38) ;
—HMavigatior
Amount type ElFiscal wear . T @ 2002
Commitment item ElFund type E @ REIM REIM
Functional area ElFund - @ N&SA/HSFE542002R HSF LYWFOD 2002 REIM
Funds center
T %
Budget subtype Buthority Reim Auth Committmts| Obligatns |Exp Luth U |Exp Auth P
Displayed in 1 USD 1 UsDh 1 USD 1 USD 1 UsSD 1 USD
4811 otment o.ag o.on o.og .08 o.en o.0a8
Siuthority 6,870, 644 00 o.oe o.e06 o.o6 o.oe o.ee
#Cost Pool Budget Authority o.ee o.ee o.ee o.e6 o.oe o.e6
+Wot assigned o.on [4,321,301.79 4 ,550.00 35,726. 00 10,000, 00 o.og
#Total 6,870,644 00 (4,321,301.79 4,550.00 35,726.00 10,008 .00 o.ee
The Authority column
must equal the sum of
al columnsto the right, -
including the Avail Auth =

| | column below. b | znasasTss P2 | imptst | OVR
Results of drill down in ZNASASTG5B.

Report  Edit

Goto

Execiite NASA SGIL Reconciliation Repori: Overview
B In ™ & T 4 4 III | 2 i Mumber farmat... | | [ (27

MASA SEL Reconciliation Report Currert data (O08/08/2O02 11:20:38) [T
—Mavigatiorr
Amount type ElIFiscal year +« v 5 ZO02
Commitment item ElFund type « ¥ & REIM REIM
Functional area ElIFund E a MASA/HSFS542002R HSF LWPO 2002 REIM
Funds center
=
Budget subtwpe Avail duth
Displaved in 1 USD
4871 Totment e}
Leuthority 6,870,644
$Cost Pool Budget Authority c]
4Mot assigned 4,371 578-
#Total 2,499, 066
=
[=]

> | ZniasasTse ifrptst | OVR

Column on thefar right side of the screen isdisplayed above. )

» Next, run S_KI14 38000325 (Trial Balance) for applicable Reimbursable Fund, for
current Fiscal year. This report can be generated for any desired period to be reconciled.

Note: The Reimbursable Fund search criteria needs to be entered in the “ Or value” field.
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Edit

Goto Environment System

9 =&

Program

& &

: Selection

@6 DEE BTmaAn sy EE &

(s | Data source...

Selection values -~

Fiscal vear 2002
NASA

16

Company code
Period

Selection groups
Business area
Orvalueis) 1o
Fund

Or valuels) HSF542002F] to

P

If multiple Reimbursable
Funds are desired, enter a
range here.

[ I | 5_wia_amnnnazs irmptst | OvR

Report Edit Goto Extras Setlings System

Help

& T

dH @aa CHE fhan BERE @
Trial Baiance by Fund
Te@@EN | T %O &% | @ coumn 14 4 b p| 5 S8 S &8 EE
| [a
g The Budgetary End Balance =
I Total must have zero ending
balances only at the
W CEA- . .
- |Es/08/200211:53 1 Application of Fund level. 2
HSF542002H
T8
20082 il
GL Account Eeg Balance Dehits End Balance
4210. 0080 .01 4,354 435.01-
4221 . 0080 4,383 ,190.02 4,203 60016
4222 0000 73,468 .09 T3, 468.049
4251 0000 106,121 .76 69, 866 .76
4252 0080 7.500.680 7,500 00
4590 . gQA0 18 622,225.79 2,264 624 .21-
4610, 2080 329,744 02 4,885 487 . &1 4 BBE ¥43.79-
4700 . 0000 18,5580.02 23 ,108.02 4 55O .00-
4301 . 0000 10,008 .80 45 F26.00 35, 726.00-
49081 . gQae 10, 808 . 00 10, 008 . @0 -
E * Budogetary 23,550,799.71 30,421,443 .71 5,870,644 . 00-) |
9 ey [ [

b | s_wi4_3s000325 ifmptst | OVR

Budgetary resultsof Trial Balance.

Note: Budgetary and proprietary accounts should be self balancing (net to zero) at the
Application of Funds (AOF) level. Budgetary and proprietary accounts will not net to zero at

the Fund level.
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» Toreconcile the FI to FM modules, map the SGL Accounts from S _Kl4 38000325 (Fl
module) to the corresponding columnsin ZNASASTS5B (FM module).

1.11.4 Reconcile Materials Management (MM) to FI

MM processes purchase requisitions (PR) and purchase orders (PO), which initiates postingsin
FI. Itisessential that the MM module be reconciled to FI. As acompensating control, while
reports are under development, NASA has implement a requirement to sample PR/PO processing.
This sampling process will be phased out once; reports are developed that enable reconciliations
between MM, FM, and FI.

On a quarterly basis, run an extract for SGL accounts 4700 Commitments and 4801 Unexpended
Obligations Unpaid. From the extract, select a sample based upon the size of the universe. The
sample selection must accomplish a 95% confidence level with arate of 2-5%. If the confidence
level is below 95% or the percentage of errors exceeds 5%, then all items will need to be verified.
Retrieve the supporting documents for these sampled items. Determine that the transaction was
processed accurately. Any transactions not processed properly must be examined to determine
the cause, whether it is selection of an incorrect purchase order type or an error in the posting
model. Posting model errors must be reported to the CORE competency Center using a Service
Request (SR) form.

1.12 Review Unapproved Purchase Orders

The SAP system updates the general ledger based on creating a transaction in MM as opposed to
contracting officer approval. Therefore, transactions must be created and approved during the
same period or should not be created in SAP MM until approved by the contracting officer. Asa
compensating control, unapproved purchase orders must be reviewed and deleted or approved
before each period closes.

Each Center will review unapproved purchase orders for adjustments to the month-end file prior
to report submission. Thisisajoint effort between the SGL and Procurement areas. SGL will
run the necessary reports and purchasing will delete the unapproved purchase orders.

For additional information, please reference the OLQR Prepare Unapproved Obligations
Analysis from the Purchasing OL QR section.

Procedures;

Run and review the Unapproved Purchase Order Report using t-code,
ZMM_PUR_WORKFLOW. Cancd al Unapproved Purchase Orders at quarter-end.

» Select <Purchase Order> on theinitia selection screen.
> Click on <Execute> icon.
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» At the next screen, select an interval and put in a date range or specific date. The report
requires a document number, but will allow end user to input wild cards such as NAS*,
H*, NAG*, for example. Or, the user can put in a beginning and ending number range
such as 1-2z272777777, which will pull in al numeric and aphanumeric val ues.

» Click on the yellow arrow for Release Indicator. Select single values <2> for purchase
orders awaiting next approval and <S> for purchase which are blocked (not had first
approval yet).

» Enter document category <F>. Or click on box and SAP will provide choices (F =
Purchase Order).

» Click on the <Execute> icon.
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I L TS B c

Screen where user
enters search criteria
used to generate
Unapproved Purchase
Orders.

e e e

Defaults to
“Single values’.
Then key in <2>

and <S>,
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Purchass Regiisitian 420000 345 mag 24 061, 900 . BB BT 28D [£=T5 Bl 1 1] mo sarkTloF T
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Furchase Remui=itian AZPPCCER TT P 0.8 Pel=azed BB S 2881 Ll D 1o fo markfloe 1
Purchasa Oroer HAER -Calxid 1 [:£] FED J.ddd. 8 Elockaa BESAD3A62 (=TT T o marktlor T
Furchase Remri=ition  AZA0GEH 337 man 2,800.88 PReleased BEME/2002 o= arzenz ad 1Bh Z2
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“fTotal Walue Tor: Purchass drdar 53,0540 623,88

e
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Example of report with unapproved purchase orders older than 365 days. Report will list
all blocked purchase orders, their value, and the date input.
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Double click on the PO number to drill down to the actual PO. Navigate through the PO
by selecting a lineitem or the header section and one of the info tabs.
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.-I:. L il e ipel I.'.I':-[.';

Double cllck.on the PR number to dr|II down to the actual Purchase R Reqwsmon
Navigate through the PR by selecting a line item and one of the info tabs.

1. Cancd al unapproved purchase orders at quarter-end. To set the deletion flag, switch
from “Display” to “Change” mode when the PO screen is displayed. Select the lineitem
to be deleted (or choose the “ Select all” icon) and then click on the trashcan icon. See
screen print below.
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You will see a“ Caution” me&age war ning of the pendlng deletion. To continue, select
“Yes'. If you accidentally set the deletion flag on an item, click on the “ Unlock” icon to
reverse the action.

Furchasing Docinents per Donum:lt!#mhr
45 I8l chonen

[§ Felsase gmun ||
II Huiuau rhin

Rwehie <
81 Suhject ln miss |-

!&ﬂnrmdm II g :
Alternate Report. You can uset-code ME2N to generatean alternate style report. Use the

“Dynamic Selections’ featureto add the “Release Indicator” to your selection parameters
as shown above.
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Select a lineitem under a PO and then click on the detailsicon (magnifying glass).

[#9E| contract NASE-K111T1 Created by Joyee Meyer
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From this screen, you can go into change mode and set the delete flag.
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Example of report with unapproved purchase orders older than 365 days. Report will list
all blocked purchase orders, their value, and the date input.

Purchasing has set up variants so that these reports will automatically run monthly, quarterly, and
year-end as a batch job. The user must request from the Competency Center to be on distribution,
and will receive this report by e-mail or hardcopy.

1.13 Review Allotment Controls

On amonthly basis, verify that your Center’s commitments plus obligations and/or expenditures
do not exceed the available budget resources in compliance with FMM 9211-5.

NASA requires that each of its Business Areas, or Centers, account for its annual budget and
avoid obligating or spending in excess of its available budget resources. In order to ensure that
the available budget resources are not exceeded, assigned personnel from each Center will review
SGL Account 4610.2000 for each funds center. The account should have a credit balance or zero.
If account 4610.2000 has a debit balance, determine the transactions, which created this abnormal
balance. This dtuation must be reported to Code BF (Dave Moede) and Code BR (Mary
Gaskins).

Procedures:
» Display SGL Account 4610.2000 using report S K14 38000325.

» Enter the SGL Account, Company Code “NASA”, fiscal year, and Business Area. Click
<Execute>.
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» To select the Business Area using Dynamic Selection, double click on the Business Area
(see screen below). Scroll down the Dynamic Selections scroll bar to the end where you
will see the Business Area query option. Enter appropriate Business Areain this field.

» Click on <Execute>.

» Select dl fields from the “Hidden Fields’ table that you want displayed in the report and
move them by use of the arrows to the left-hand table.

» Click on the “Copy” icon at the bottom of screen.

» When the report appears, click on the column you wish to subtotal by either Fund or
Fund Center, and click on the <Subtotal> icon.

» Theresults are shown in the following screen print. This report can be customized
through the selection of various fields and by subtotaling on different columns.

To Export Reports to Excel

» Click on <Export> icon, then Spreadsheet. Click the green check mark. Click on
<Table>, and the green check mark twice.

> Bajection
O/ nak i
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| B A

Furd Bst DY
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# Gyrlam PO (43 003
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1.14 Review Direct, Reimbursable and Trust Funds for Invalid Postings

Procedures.
» Execute Trial Balance GR55 ZAOF for the applicable business area.
» Click on fund set ID.
» Select each fund and check for invalid account postings such as:
o Direct Funds should not have postings to the following accounts:
= 4210, Anticipated Reimbursements and Other Income
= 4221, Unfilled Customer Orders Without Advance
» 4222, Unfilled Customer Orders With Advance
= 4251, Reimbursements and Other Income Earned-Receivable
= 4252, Reimbursements and Other Income Earned-Collected
= 4398, Offsetting Collections Temporarily Precluded Obligations
= 4590, Apportionments Unavailable-Anticipated Resources
= 5200, Revenue for Services Provided
= 5209, Contra Revenue for Services Provided
0 Rembursable funds should not have postings to the following:
= 4510, Apportionments
= 3100-3109, Unexpended Appropriations
= 5700-5709, Expended Appropriations

68



FMM 9  Periodic Monitoring Controls Performed by Centers

0 Thefollowing accounts should only have postings to Trust funds:
= 1010.7120-1010.7300 Investment accounts
» 1610-1613-Investment accounts

o Thefollowing accounts should only be posted to Property fund

HSFPO1995D:
= 1711-1839 Capitalized Property Accounts
» If invalid postings are found, drill down in the accounts to investigate the source
of entry and make necessary corrections.

1.15 Grant Activity/Letters of Credit Reconciliation

Letters of credit provide advance payments of Federal funds to state and local governments,
educational institutions, and other public or private organizations (FMM 9280-1). Recipient
organization requests for funds are submitted through the Payment Management System (PMS).
“Cash requests are processed directly from the recipient’s personal computer into PMS where. . .
the transaction is written to a tape and forwarded to the Richmond Federal Reserve where it is
electronically transmitted to the recipient organization’'s financial institution the next business
day” (FMM 9280-3a). The NASA PMS Coordinator is located in NASA Headquarters, Code
BFB. They serve as the point of contact for resolving operational problems (FMM 9280-3b).”

Centers must reconcile letters of credit (drawdown) on a monthly basis to ensure that the proper
SGL Accounts have been posted for advance payments and drawdown (FMM 9280-6). This
entails reconciling the appropriate accounts for any outstanding advances to the organizations that
are not authorized to be retained by the recipient for other projects. Ensure that when there are
outstanding funds to be collected on completed grants, the funds are reclassified as Accounts
Receivable (FMM 9280-8c).

To account for advance financing and related transactions, refer to the letter of credit pro formas
under “Proposal for HHS Grants’. The following reconciliation and analysis activities must be
compl eted:

Undistributed Authority Balance Reconciliation (SAP vs. HHS)

IPAC Drawdown Reconciliation : IPAC(Agency Listing) vs. SAP(SF224)
PMS (Payment Management System) Corrections Exception Table Review
SF 272 Federal Cash Transactions Report Error Handling

Undistributed Authority Balance Reconciliation:

i. Generate HHS Authorization and Disbursement Report (SAP Report)
Transaction Code: (ZFI_AP_HHYS) .

Transaction code: ZFI_AP_HHS
Complete document date
Choose Purchasing Organization
Click Execute

YV VY
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Entry Screen(Screen to Set Parametersfor HHS
Authorization/Disbursement Report generation):

HHS Authorization and Disbursement Report (Example)
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H 935,590, 00 3 0. 0o H 0.00 ¥ o35 k29,00 -
-
4 e | 4

L [sma7 =] potasnt | ins

B E TR o cecptocat st Pietimzceaeie . | AR pD e i

ﬂm”l P wu:.gmpad...l -

This report displays the vendor, vendor number, award number,
cumulative authorization, cumulative drawdown, and cumulative
SF272. A variant can be created to select arange of PIN’s or
Recipient EIN’s. Due to the proposed consolidation of centers to
one location for the preparation of Grant activity, conversion of some
Wave 2 centers (Wave 3 centers are currently testing the
consolidation process) is consolidated into Purchasing Organization
“NASA” rather than its center, ex. “KSC”. In the “Award Number”
section, your center number will be indicated as a part of the award
number. Centers such as JSC, GRC, etc. can use their purchasing
organization letters as ex. “JSC” to retrieve their report. If all
purchase orders for Grants do not show on your report, change
purchasing organization to either your center or NASA as needed.

ii. Generate HHS Authorization and Disbursement Report (HHS Report)
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iii. Compare the Undistributed Authority Balance per SAP to the
Undistributed Authority Balance per HHS.

Review HHS Authorization and Disbursement Report (SAP)and the
HHS Authorization Report (HHS) to determine if the Undistributed
Authority Balance per SAP agrees to the balance per HHS. If both
are in agreement, no further action is required. If thereisa
discrepancy between any grantee per SAP and HHS records, then
proceed (to the ME23N section of this manual) to find the
agreements for the grantee and review individual drawdown and
other actions to the purchase order until the deltais found. This
process will confirm remaining authority for future draws and
confirm cumulative draws.

| PAC Drawdown Reconciliation

Cash account 1010.2000 HHS Drawdowns should be reconciled against the SF224 Monthly
IPAC Report received from Agency code BFB. In addition, a daily review must be completed for
drawdowns against the HHS system and the SAP daily interface.

Daily Review - SAP and HHS Interface for Drawdowns (Daily Review):

1. Generate IDOC List Report (Transaction Code: WEQ2):

Input Transaction Code : WEQ2

Enter Date(s) under review. If only one day is being reviewed, enter the
respective date in both boxes (ex. 05/01/03 to 05/01/03).

Go to the Logical Message Input box and enter: zg104
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Go to (Click on) the Second Tab -Addlt search (See Print Screen
Below)

Enter your designated Business Area (ie...22 = Glenn Research
Center) in the message code field.
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==
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Execute to generate the IDOC List Report (See Next Page for Example)
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IDOC List Report (Example)

IR ] e T e = e Tt [ ) B R T T

I3 Eimlue 43000128 L2l JEAILOGEYS DSM1/Z003 |050547
3 Eimiue= 41|000002 10000 : Lg! JEAILOGETE 0IN 1003 [0T0%49
TR ] L5/ EAILOGEYS DSA/Z00% [0504 11

EEC ST St I LS JEAILDOEYS N5N1/2003 (050424

L=l JEAILOGETS 0RMUZ00E [0904:39

LS JEAILDGEYS DEN2002  |0504:43

LS JEAILDGEYS D500 (05051

LSl JEAILOGETS |ZGL0M0T  |DSA1/Z00E 050440

LS JEAILDGEYD DEM 12002 |05:05:08

L3 JEAILOGSYS DSOUE00E (050523

L=l JEAILDGEYE |ZGL0401  |DEN1/2003 |0510536

L5 JEAILOGETS 0NN 1Z00E |DOOmIr

L3 JEAILOGSYS D5 12005 (050532

L=l JEAILDGEYE |ZGL0401  |DEN1/2003 |0505:38

L3l JEAILOGETS 0TN2I003 |070%12

LSl EAILOGEYS DEM 2003 |D60Eid

g L5l JEAILDGEYE GEMTZ005 |050%33

p (L3 JEAILDGETS DEOE003 (05038
D8N R2002 (05 7
i DSOG200G (050150

DENEZ00E (050337

Review all items with ared illuminated circle (Status Code: 51) in the status
column. These are the items that had interface problems between HHS &
SAP. Users must process the failed IDOCs from their SBWP inbox.
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Monthly Reconciliation of SAP and HHS for Drawdowns (Monthly Review):

On the last business day of each month, a Code BFB employee will send a monthly IPAC
report to each center. The IPAC report will identify the ending total monthly drawdown
posted amount in the HHS (PM S system). This report must be reconciled against amounts
noted in SAP (Acct 1010.2000). — See Section 1.1 (Reconcile Fund Balance with
Treasury ) for assistance with generating SAP reports for Acct 1010.

Drawdown Research/Review

To research /review drawdowns during the reconciliation process, review this section for
assistance. (Transaction Code: Z DRAWDOWNS _VIEW):

SO DHER DO FE) & g =
— =
View HHS Drawdowns %
= =
3
Timw HHS hrawdoemz I.I‘ i
[= o
Irmvodca PO mmbac PLT fost. Dmts Entmzsd oo Smounk =
i
Tandar: L1L10E CORMELL ONIW e
EIN & LLEOSZ20REES 341 PINE TREE AD =
hoard & OOOOTS00ZL ITHACA [
WE L4850 H
600020411  HOTLOS2S33  O0OOL  OL/807E003 0&4LE/E003 78,170, 30 IZH -
SS0003ZA0F  HOTLOG3SEZ  O0OOL  0%/L4/E003 03/L6/E003 408,54 ZH g
BEDOOIZ0EA  GOTlOSdSE:  ODOOL  03/L4/E003 d3/L6/2003 I70. 84 IZH =
SE0003ZAEY  BOTLOSISEZ  ODOOL D3 L4J/E003 0341653003 451, 6L ETH -]
5600032944  BOTLO0RISZE  ODOOL  O3/L4JE003 03401642003 453,67 TH [
GEOD03ZOEZ  BLTIOSIS23  ODOOL  03/L4/2003 034LES2003 360,29 IH =
5500034850  WGTLOSIS23  ODOOL  03/2002003 0342102003 772,05 ™ -l
5600035433 BOGTLOSIGZ3  ODOOL  O3/ZT42003 0342Z0sZ003 053,54 IH £+
5600037755 BOTIOSZGZ3  O0OOL  04/00/2003 04404,2003 a0g, 81 IH
IEO000401ZR  BGTLOSZOZZ  O0OOL 0441002007 0441102003 433,80 IH [E]
600043241 BGTLOSEGE3  ODOOL  04/L7/3003 04/L0,3003 132,71 = i
600043739 BGTLOSEGE3  ODOOL  04/2402001 0442372003 423,50 IH
600048303 WETLOS3SE3  ODOOL 05/0AJ2003  05/08/2003 403,00 ZH
Totmlz B3 ,BF7.1L
Total: B4, BF7. 1L
Tandac: 111110 08I0 4TATE ONIF
EIN & LELSAOLEDGC4 1960 KEMITY DD
Aoard & ODCOTE000% COLUREDE
0F  433L0-10£3
SE000202LE  BAGLOZES 0O000L  OL/31/F003 02/LSs2003 500,321.05 TH
Toral: 300,321, 0§
[=
U | Z_DRA0 O E ENY S5 pOMws01 | IMS -IE:II
#seart| | w50 Logonpanasn | £ eiccon cutack v ... | g view HHS Drawdouns e apE Bl Loos am
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If HHS indicates a draw has taken place, which is not reflected in SAP, verification of the daily
interface should be completed to determine why the funds have not transferred into SAP.

(Note: thisreport is being reviewed for the addition of Business Area to eliminate the need to use
Purchasing Organization and having to pick your center purchase orders out of everyone else’s.)

» When report generates, review Award Number to find Grantee's that pertain to your
center. Note Award Number 000620217 is MSFC 62 award number 0217.

» Review Undish. Authority and cumulative drawdowns and compare to HHS system
records.

» Note any delta’s and proceed to ME23N for further clarification

S8 DHE DDLoD BEE 3

) FE

Graphical display of spool reguest 24908 in system P01
D 0| el 32| 4] k]| beetings.. || & Graphical g Rew|l&e Hen ! | (3
HH# suthorizerion and Risburdenent Repoct 05415,/ 2003 J
AAFP-O02 L1=24 3
KIARCLIL 1
Date LO/01/2002 v 0516, 200 ]
POrgy PIN Pecapaent EIN Vendor Veodor Ne=ms= swerd fhmber Ltc, ipeod Ho.
WAER 10000 % AIR PRODOCTS o CHEM INC 0 §
Cvm,. dvthocization Cun, Dcawdoon Cvm, SF27T2 Undizt, duthority
H 151,757, 00 ¥ 0.00 H 0,00 H 151,757, 00
POzg FIN Becipient EIN Vendor Vendor Naws Roard Humber Ltc, Aoend Ho.
NASR 58BS 1626001 G3E05 101940 ONIF OF TH FNOXSILLE Q000G 202AE 0
Cum. Auchorlzation Cun. Drawdoem Cum. 5¥272 Umdizh. AuEhoricy
H 232,000, 00 v 50,062.57 H 0,00 a 191,937, 43
BEOxrg PIN Recipient EIN Wendne Wendnr Hewe doard Kunmber Lte. Amend Ho.
Hish 3074 16207861 1564 10z024 TEHNEZSEE STATE UNIV 0000620217 L
Cim. Auchorlzation Cum. Deawdoem Cum. 5¥272 mdish. Auchoricy
] 26,000, 00 ] 1,475.14 ] 0, 00 ] 249,521, BG
Boxg PIN Becipient EIN Fendor Vendo e Hewe hoard Tunber Lre. Aoend Wo.
Nisi 103583 TEXLS ENGINEERING EXFE 0
Cim. Auchorlgation Cun, Deawdodm Cim, SF272 Mhdish, Auchoricy
] 63,500, 00 5 0,00 5 0, oo ] 635,500, 00
poxy PIN Becipient EIN Ferudnr Tendor Feme Aoprd Wumber Ttt, Anend Mo.
NASR 3IEE2 15860011 3EHE 105639 FLORIDA STATE URIV OO00Z2007. z
Cum. Aachorigation Cum, Deamdowm Cvm, 3F272 Mhdish, &urhoelcy
j 24,000, 00 3 0.00 § 0. 0o j 24,000, 00
POrgy PIN Becipient EIN Verudnt Vendnr News Roard Bumber Ltt, Amend Mo.
HASH 107E4T FEENSYLVANIA STATE NIV OPF o
Cvm,. duthocization Cum, Dcasdoon Cvm, SF272 Ondazb, duthoricy
] 99, 109. 0d g 0.00 q 0. 00 ] 99,103. 0d
POrgy PIN Pecaipaent EIN Vendor Vendor N=ms= dwerd Dhmber Ltc, ipeod Ho.
HAZR 10E041 ONI¥ FLORIDA o
T, dvthocization Cum, [cawdoon Cvm, SF272 Undizb, dathority L]
H 835,309, 00 3 0.00 H 0,00 H 835,309, 00 E
B
4[]l [ | 1]+
i i [ [swaT P2 potas01 N3
Wseare ||| o 5o ooonred . | T T I.T-‘fﬂm|m|,,, B Letters of rredt .. SO EE DTe 40
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To Drill down into specific invoices that have posted. Use menu path:

Logistics

Purchasing

VVYYVYYVY

Display

Materials Management

Purchase Order

or use transaction code M E23N.

@ DELD i

Display Purchase Order

Rl

Ducumunt merv on | | [0%9) 0 | (R Pontprovew {aseagas [ Huin |8 Parsanal saing | eccouning dacumanis |

Enm.ﬁ.l‘": Purchase Order

[hl't_ interface for the mEw

Wou can determing which dela is
digphryed Lo you by Fiaking ues of
three diferem zcreen ansss, which
yau e aupand and eollspss
indradually

Faulty ams _
You can either process Emors

raporiad by tha sysiam rmmadiatal

'1. - Dalvarginvalcs ¢ e |
7] ;

Pasmatitierin
Fapmentin
Payment
Payment i
Incobemms.

_ Mot group Sharttexd

0 gy 0000 %
B gy EE
0 dawys nel

Curmncy
Exthange rae [ Esthraletaed

L GR me==nge

AL L TLL S

or “sewe tham ug® and pincass them
Lalecthciy 6 & BEer point in fime

Further fandiens

L] gEEnﬁnahll Crocurment

e

il
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» Select Document overview on icon and click
» Select Variant icon (first one 4 small diamonds)
» Click on Purchase Orders

Grant NAG10259 Created by ConvuserSKS
| Documant mveniewart | O] %2 ' | 2 Partprevew | Messages [ Help @8 Fersonal seting | Accounting docunerds |

Grard )| HAGLOESS 111807 FLAORIDA INTERMATIOMAL . 0L/3172003
d..|liem ja I %. Shor =it P guanity OUn HEEEI.EE" Courr... |Per |BFUn

1 ® | forarte fSTA - WATH, SCIENCE & TECHMNOLOG LJoE 300,000.0008: (1 NOB DO
Purchasa orders :
Eeruests for quotsions allw] L[k
Lorlracts . =
Scheduling agreerments
LGenaral purchasing documanis

Purchasza ragulsiions

i purchase ondere Furthaze arder higtory | I'E ifr]s
Purchaze arders on hold = i | 5
¥y purchaze raquisiions o - . : .
anlity| Cralivar tosi qua h.']‘_.l?l.!‘.!r_l_i Aanbin o sur | Lour z
1 o |Joe 1,B2T.40 |LSD
1 o |Joe 1,804 45 |LSD
1 0 |Joe 4,TR6 BE |LISD
1 o |.Jca 100,000.000 | LD
1 0 |Joe 100,000.00 | LSE
1 0 |Joa B7 651 .08 [LED
i JOB = 000,41 OIS0 =
NMD——— OO

I B ZIETE
‘ml” & SAFLogon Fad 460 |§1menf.uﬂuiédn:‘..|E]um‘mﬁ'n._ihukm;....l};;.!mmmnm_ @ﬂ@'i EQTe 45
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Fill in Document type with YG, YF or YH

Company Code should be NASA

Purchasing Organization should be either NASA or your center letters, ex. JSC
Click on Execute

VVVV

Wiatensl g
BelBTN parEmEtrs 1
Miatertal dascrpticn 10

-~ Plant &
yandor _ 1
Dncmert o B

- Documenttype T o
Dosurnent catnany ¥ el
Company cote Bl | o
Purchzsing darument "
e i
 PLpchasing organziion BAzA o
 Marne of gerson reaznans ble [

80



FMM 9 Periodic Monitoring Controls Performed by Centers

» When run completed click on the contract numbers in the Document overview section
that need to be reviewed and then when the contract is displayed to the right, drill down
on document numbers or amounts to proceed with reconciliation

I . e [
EIH Grant NAGT0259 Created by ConmvuserSKS

| Bncumert overlew of |EEE | Printprevies  Messages | B Help = Personal setting || Atcounting docurments

Grant 7l WAGl0250 111 907 FLORIDA INTERMATIONAL bL 5172003
=S iem A 1 Ml g ol fesd P2 quarite dbin |Med prics Curr... |ParlDPLn| Gl
1 B 1 |Granls WETA- WATH, BEIERCE & TECHHOLOS | t|aom 300,000, 0000 |1 g0E ool |
PuUr groupPLeeh Ao (Re] Slans R darn. ': 1
~ i G2l [=] A G od
[ &l HGT1052535 =
B T HOT1052534 i o [, 5
B S NGTI052632
E % :ﬁg:igf b= [1 IWET - WATH, BCERNCE & TECHMOLOEY A B 0 &
[ S MGTI05ZEE0 f/‘u‘ﬂ‘w imiaica rmﬂ rmw Purchaza order history | Teme | Do wl e
[ 9 HGT10526526
B T MOT1052524 Hul 6]
B % NAE10ZE __ —— —
[ % PG 0325 Eelh'&m_cqsmuanuu Oz Amilin ||:||_:1:ur. Lo o
B e NAGT03E3 1 0 [JE 1527 40 |USD
e % MAGT03ZZ 1 [ ] 180445 [U=SD
[ o MAGIOA 1 i al =] 4, T2EER |USD
[r S HAGI 031G |SEQC f 1 [T 100,00000 [0S0
B 53 nAG10314 | SO0 i 1 0 e 100,000 Usn
B G HARTOA T AL |sehomznzis|  1(a1A1i00 q o [oE ET.651 88 [USD
[ o Han1a11 Tr s, Imvoice: recesipt e [ 08 - 201041 USD .|
[» &% MAB10310
B P MAG1 00
[ G HAGT 0202
B 5% NARTI03M
[ HAG 020 = - -
b @ s io2es g 0] T
fa T miaeaman [=]
I [ § ME fo a0 Tasi |
‘s_rur.lll & S4F Lngon Fad G600 IL:I:tu'sn:f uedtmﬁl £ M safe Cubnnk u-:e.l i Grank NAGLOZSY Lo RSN PDTe  soim
ME23N

The user may set up avariant in ME23N to display Letter of Credits. To set up a variant, follow
these steps:
» Click on the <Document Overview on> icon.
» Click on the <Selection Variant> icon (looks like a multi-colored diamond).
» From the drop-down list, select <Purchase Orders>, <Contracts>, or <Purchase
Requisitions>.
. To validate Purchase Orders, select document types YG, YF, or YH.
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» Click on Save
» Input variant name and descriptions.
» Click on Save.

PM S(Payment Management System) Correct Exceptions Table

The Correct Exceptions table should be checked on a daily basis. The functional users must check
the Correct Exceptions Table. All transactions that do not pass designated PM S edits are routed
to the Correct Exceptions Table for the NASA user(s) to correct/process. An updated exception
table will be available for review within 1 to 1 1/2 hours after receipt of the file by HHS. The
interface, which sends the authority to PMS, will typically begin to run around noon on a daily
basis.

The Correct Exceptions table is the responsibility of the awarding agency. Authorization
transactions are on the table as aresult of either on-line or batch authorizations. If the user
corrects an on-line error right away, it is automatically removed from the table. There is no time
limit for a transaction to be on the table — it will remain until the awarding agency takes action.
PMS will attempt to reprocess all authorization transactions during off hours processing.

To Review and Correct exception noted on the Correct Exceptions Table :

1. Visit Website Address:
https://pmssecure.dpm.psc.gov/pls/pmsprod/pms_start.oms frame set

Enter Y our Logon and Pin number
Click “ Authorization “
Click * Correct Exceptions’

Eal S

PAYMENT 'I'll F '-
ﬁuma&mm e ﬂI|IIIEII
— M t Syste
anagement siysiem
b ' The Division of Payment Management
Lzer: WEHALES
FRI 0516003
 Collapss )
F Eipand All
-
el hos lmguing 1
, Stornd Innuirles
Binred Faramenors |
Confirmed Paymemnts I]PM @ P% 4
s _! e .
O L ing Authogizatiog The Davision of Paymen] Maragemael 8 within the
Comect Exceptinns Financial Managemen! Semvice of lhe
On-l.l:w Authorization SApproneasl FI'Ugl'Em SLE]FJUH C-EF Her EII: EhE
SpEmEak U. 5. Depariment of Health and Human Services
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The Authorization Detail Exception Table will appear as shown below. The exceptions

listed will be for the respective center tied to the logon user id and pin number.

3 https: //pmzsecure_dpm.psc.gov/pls/pmsprod/pmsz_start. pms_frame_set - Microzoft Intemet Explorer provided by MSFC

@ https: //przzecure. dpm. pec. gov/ple/prazprod/pms_start prng_frame_set

~ SYSTEM

' Production
User: WEH1JZ5
- TUE 05/27/2003

™ Collapse All

Batch Balancing :
On-Line Authorization

Cu.'rrec‘t Exce Etinﬁs 3

~ PAYMENT
MANAGEMENT

Release 1.000

P Expand Al
| 4 Ingquiry
’_Rﬂpurls )
¥ Authorization

- On-Line Authorization Approval

Authorization Detail Exception

My User _Infl:l

Q?J.DJ.DQ_[DSDJRJ_EIDDDMDQDE

| Docurent E | CAN |T—R-M | Document FY | CAMN |T—R-M
i |DDDD‘1DDDS4 2003 |S1DD108 |05013 - |DDDD1DDDS4 2003 |S‘1DD‘108 |050‘13
‘e |DDDD‘1DDDS4 2002 |S1DD108 |050-‘13 . |DDDD1DDDS4 2003 |S‘1DD‘108 |050-‘13

) |DDDD‘1DDDS4 2003 |S1DD108 |05013 £ |000021Dl302 20032 |82‘1D‘108 |050‘13

@ |DDDD21DDD2 200 |S21D108 |05013 3 |DDDD21DDD2 2003 |S2‘1D‘108 |050‘13

& |00002‘10003 2003 |521D108 |05El13 3 |DDDDQ1DDD4 2003 |82‘1D‘108 |050‘13

‘o |00002‘1DDD4 2003 |821D108 |05023 O |000021DD1D 2003 |82‘1D‘108 |050-‘13

i |00002‘1DD‘1D 2003 |821D108 |05013 L |000021DD1D 20032 |82‘1D‘108 |050‘13

) |DDDDQ‘1DD‘1D 20032 |821D108 |05023 ) |DDDDQ1DD1D 2002 |82‘1D‘108 |050‘13

() |00002‘1DD‘1B 2002 |821D108 |05915 o |000021DD1'.-' 2003 |82‘1D‘108 |05023

‘o |00002‘1DD2D 2003 |821D108 |050-13 O |Dl300210024 2003 |82‘1D‘108 |050-‘13

i |DDDDQ‘10024 2002 |82'1D'108 |DSD'13 - |DDDl321Dl324 2002 |82‘1D‘108 |050‘13

(@ |00002‘10024 2003 |821D108 |05013 (] |Dl300210024 2003 |82‘1D‘108 |050‘13

() |00002‘10082 2003 |821D108 |05013 o |DDDDQ1DD'.-'D 2003 |82‘1D‘108 |050‘13

i |DDDDQ‘1DD?‘1 2001 |821D108 |D§D-‘13 l |DDDDQ1DD'.-'4 2002 |82‘1D‘108 |050-‘15

) |00002‘1DD?4 2003 |821D108 |05013 £ |DDDDQ1DD'.-'5 2001 |82‘1D‘108 |05023
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Change Modifier Code from a 3 (First Authority submission for the respective Grant
Recipient for the current fiscal year) to a5 (Subsequent authority records for the
recipient) . After modifier code is changed, click on the “Correct” Button. This will
automatically make the correction.

7§ hitpa: Mperceeciiin. diom pae. goedela fpaspiodfena_alail pias_liane_iel - Mitisdoll baigine Exphore pescaided by HSFT

£ljn S8 B
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Lot
i T - e
B 7 T s I TN I IO -
Aelease 1.00
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¥ onlagme Al . canfoiia s TR
P Eupand Al
¥ inauiry O *rat 1 Momal preon EF
Salhog laquiny )
Eul n
e Badast Bt P24 OT | | co——
Sinrail Padasaniey
b o - -
E.m Bradget Fred L irdi¥ B “"1"!""51‘4 177 mm
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'mnmﬂ - F Bagcis Hqpen Cadel 05 s - T Fagnral Srmprerant 0wy O uy
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102%: A record alresdy =xisce for Auard Navher as enterced.
Cornect Excaptons .
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I:In-l.ll;lh?mhmltahnﬁ.pplunl nd ETE. 050 .
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Error Handling for 272 Processing (272 Exception L og)
Transaction Code: SLG1

SF272 Processing occurs in stages:

1. Drawdown invoices are reversed

2. Original 272 isreversed (if required)
3. 272 invoice is created

4. Invoice for residual amount is created

If an error occurs at any stage, the information is written to a holding table so that the interface
will pick up where it left off (Example: Stage 1 completes, Stage 2 fails. On reprocessing,
interface will start with Stage 2.)

To review the 272 Exception Log the following steps must be followed....

Enter Transaction Code: SLG1
Enter Object: Z HHS

Enter Sub-Object: Z_272

Choose a date range

Execute to display log entries

7T .l il 4 Ly h ey |h§1f'.l | E-'" I-l:
Evaluate application fog
2_HHS
[ )
o (sieime) 0341612003 [ 080800 [
o coateime] 0311672003 [ 23:50:50[a)
ver B
‘Transacian code ’ =
Prograrn : @
- ortrvey import ogs 2
L) e "t indialon o
1 alsnless important logs Ui balch mede

B alllogs i bateh gt rrode
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Once the 272 Exception Log is generated, the following screen will appear:

List Edit Goto Settings S M Help
@ BdHICER  DHE EDhOan BE @m
Display logs
& @ s | BRI | B[ choose Basae | @o Bo/d7 @0 | H
DateTimellUser Cspl | External ID Cibject td Sub-ohjecttext  Tran Fragram Mode Log no.
D 4% 031672003 135719 MS42430 7 BF27Z Invoice AL HHE Forms HHE 272 Froce... WE14 SAPLZFI_A.. Dialog pro.. 0000000000000001...
0 03M16/2002 14:04:32 MS42430 7 SF272Invoice A.. HHE Forms HHS 272 Proce... WE19 SAPLEFI_A.. Dialog pro.. 0000000000000001...
S Prablem class important 7
=
Typ|Message text =
P SF272 Exceeds Drawdown Amt for Yendor
Oy |DREWDOWN AMOUNT 1500008 . 08
Oy | 272 AMOUNT 2400000, 00
D4 | 272 EXCESS AMOUNT: 900000 . AG
Oy |PO NUMBER: WAGE-1439 875000 .00
S4 |PO NUMBER: NAGB-1772 626000 . 00
&4 |GRANTEE EIN: 1667382944

[l

[ | o1 2y (1o0y PEl | impdey | OvR

Each entry in upper section represents one 272 with an overage.
Click on the entry and the details for that 272 will appear in the lower section of the screen.
Details include the EIN, the actual 272 and drawdown amounts, and the excess 272 amount.

1.16 Reconcile Cost Pool Allocations

This activity is performed monthly to verify that cost pool expenses have been allocated to
benefiting projects/entities.
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Procedures:

Compare the balance in SGL account 9810 by fund to the balance in 9815 by fund. The 9810
balance should be within 1% or $10,000 of the 9815 balance. If the balances are outside the
allowable deviation, notify the responsible Cost Accountant to take corrective action. By year
end, all costs must be properly alocated.

The Trial Balance GR55 ZAOF may be used to do this analysis.

1.17 Review All Unliguidated Obligations

1.17.1 Review Aged Obligations

Center Accounts Payable offices, in conjunction with Procurement and Resource analysts, need to
ensure that only obligations that are supported by approved purchase orders are in R/3. When
purchase orders are canceled, budget authority is released from obligation and can then be
redirected. If the funds are expired, the analyst works to ensure that goods are received within the
five-year timeframe allow for expending against an obligation. If not expended within the five
years, current year funds must be obligated to purchase the goods. Budget analysts normally
perform these reviews on a periodic basis that can be quarterly, semi-annually, and year-end.

The Financial Information Analyzer will use the following reports to obtain data on aged
obligations and provide the information to Accounts Payable. The following reports provide the
ability to enter expiring or closing funds and retrieve related obligations.

» ZMM_PUR_DOCSTAT — Purchasing Document per Material Group
» PRRPT 24 — Unliquidated Obligations (ULOs) and Closeout Tracking (BW Report)
» PRRPT 27 — Closed Appropriations Report (BW Report)

Accounts payable personnel will review the unliquidated obligation and determine if the
obligation is still valid. If the unliquidated obligation is no longer valid, it is referred to the
Procurement Officer for de-obligation of funds.

This review may be performed by Accounts Payable and/or the Funding area. 1t should be
performed on a quarterly basis.

1.17.2 Review Current Y ear Unliquidated Obligations

“In conjunction with the requirement for the annual Certification of Obligations (FMM 9391-11),
each Center shall have a documented process for ensuring that amounts reported as obligations
are properly supported by documentary evidence and that unliquidated obligations are reviewed.
Particular attention shall be given to analyzing obligations that have remained unchanged for a
long period of time. If the Center has unliquidated obligations that the DCFO suspects are not
valid, the DCFO should contact the Procurement Office and request that Procurement attest to the
validity of the unliquidated obligations. The Procurement Office should notify the DCFO
promptly (in writing) of any unliquidated obligations that do not meet the criteriafor valid
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obligations as required by 31 U.S.C. 1501 (see FMM 9040). If arecorded obligation does not
meet the criteriafor avalid obligation, it should be promptly deobligated (FMM 9231-11(2)).”

The implementation of SAP has created one system for both procurement and CFO. Since
obligations are automatically created and adjusted through actions initiated in SAP by the
procurement office, CFO and chief of Procurement should jointly sign the Certification of
Obligations.

FMM 9231-11(2) lists specific examples of unliquidated obligations that should be deobligated.
“Qverrecording and underrecording of obligated amounts are equally improper. Either makes it
impossible to determine the precise status of the appropriation and may cause violations of the
Antideficiency Act . . . If it isnot practical to review 100 percent of unliquidated obligations,
valid statistical sampling procedures may be used for the purpose of giving certifications of
obligation balances’ (FMM 9231-11(2)).

Procedures: Run and analyze BW report PRRPT 24.

A PRAPT 240 - Ul Obs and Ciszenul Trackng - Heircass
B Edit Miew fo Commrecaor Heo
! T o
i & 3 4 - @ 3 & O @
i B-adc L F'iehad Hmr.l ‘.h-m:h Hman.- Frl B ‘.huwlly ﬂhm
| _ﬁt Ea .{; Ln:.hmjrrl.u.ni =EEPAGEND = 1aRE-:|LEE-1 MD=13DATA_ FPRF1CIE F = CialaPver hei 2 B1 52 S e L LAPE HITELMAH 2L TYFE LSS ok =1 ﬂ'mnum
-
Web Application
= PREPTZ4- Unlsg Qs and Chosoaul Tracking = PREPT24 - Undig Ohe and Clossowt Tracking
Diocumen Mamber Bl B2 | 2 Purchasing arganization | Agency-de Pmc.
Fund m B | Plani [Selaction Marshall Space Fligh
Fund Cante ﬂ E} & Oplian=, Dplional] Center
GLAccoum g_.ﬂi'e_ 1% i
K Tspe iE] | T
Mebwoik B B | 2
PLR Dac Type E @ | &
Plani e | @
Purchasing gmoup Bl & | 2
Punchasig iy 7 S i~ S T
Malidiy per. sbsri Bl & |
Walidiy panad end By IE | &
Wgndaf == T
WES element (=t i B 12§ | T
Ky Figures 7 T
= PHEPTH - llniu Il: anl Elun-ul.l I'ra-chrug
Docirman Mumbardande - Pl | Wadidily fer. 2Lart akdily pennd and Purmnam groupluren K Yalus it
Oouoant 00104526 RAYTHEDN CO MEF L OLeCy T 04115003 WED §0.00
OO0 00001 045356 RAYTHEDN CO WSFE O22oTa 052670032 ] § 6,101 BEDE 330004 &
# Mol az=igred MEFE % L] MOF F0.00 -
| | L'J
== Documert Dons = ST M e YRS
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1.18 Review Obligationsin Appropriations to be Canceled at Y ear End
» Run ZNASAST5 (Status of Funds Report). See screen print below.

Selection: NASA Fund Status Cumuliative
@| C[assiﬂcatﬁ|
Standard selections

Fund = | to

Key date 0¥ /3172002

Hierarchy Variant

Click here to import a
Fund Set (.txt file) for al

Funds center to

ear cormmitment iterm H
Yariant ooa Cancelllng
Comrmitment iterm 1o Approprlatlons

Reportselections

Fhl area NASH Agency

Fiscal year 2002

Period o Mot assigned
To period 16 Special period 4

To fiscal vear

[€3 Make an entryin all required fields @ [ | ZNASASTS P2 ifmptst | OVR
S

©@ 15ingle val | @O Singlevals

54420010 [

Click on Import from
Text fileicon and then
import the .txt file of
Cancelling
Appropriations (from a
Fund set).

! E\ @ @ | Multiple selection.. | @ E|
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» Click on <Import from> icon (green button on bottom tool bar) and copy in your Fund
set or aFund set aready created by the BW Team (see screen below).

Import from a Local File

File name h:ICnre Financialz\Test IPT\Fass 4 Execution LogsiSGLLOGEWC I0singiPass 4@
Data format LSC

Search for fileto
import. Leave “ASC”

~—— Clickon in Data format field.
% | e
: icon.

Multiple Selection for Fund

@@ 3658ingle vals k &@ Ranges k @O Single vals k @D Ranges |

54420010 [
R&DH0197 ..
R&D04197 ..
R&D04197 ..
R&DK2198 . L L — | lllustrates the Fund set

CFO51981D / copied into SAP single

CFOE1931D valuefields. Then click on
<Execute> icon.

CFO¥1881D0
CFO81881D

[0 I

[4][»]]

T o e il Multiple selection.. [F3 3§

» After the Funds are copied into the SAP single-value range field, click on the <Execute>
icon.
» At the next screen, click on <Execute> icon. The report in the following screen will

appear.
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Edit

Report

Goto

ings  System

Help

Execute NASA SGL Reconciliation Report: Overview
H Ia s T 864 4 MM Mumher farmat... | B 27

[+]
MASA S6L Reconciliation Report Current data (O8/08/2002 15:28:51) E
—Navigatiam
Fund twype Y
Fund
Budget subtype !
.".rn_uunt type r
ZEC R
Fiscal year Luthority Reim Auth Committmts Obligatns Exp futh U Exp futh P
Displayed in 1 UsD 1 UsD 1 UsD 1 UsD 1 UsD 1 UsD
o002 136, 467,730 .61 0. ae 167,249 00 27,325 048 G3 2 622,143 .13 [ 2]
#Total 136, 467,730 .61 0. oo 167,249 60 27,325 045 G3 2 622,143 .13 B.ea
Double click twice here
to drill down by Fund
type and Fund.
[«]
[~

D | znmsasTER P ifmptst | OVR

Report  Edit

Goto

15
G

Help

CRE Do BEE @B

Execute NASA SGL Reconciliation Report: Overview

B &S0 T ST 84

L0 i Murnber format... | S 27

NASHA S6L Reconciliation Report

Current data (08/08/2002 15:28:51)

—havigatiormr
Budget subtype +| ElFiscal year E @_ pdc [l
Amount type ElFund type AT @ DIRE DIRE
Commitment item A
Functional area b
¢ %
Fund Luthority Reim Auth Committmts / Obligatns
Displayed in 1 USD 1 UsSD 1 USD 1 USD
SMASASHEF3419950 HSF PY 1995 DIRE 115,302 730,61 . ag o.ag 16,077,415 .38
SHASA/ME442001D0 M5 DiscretezEd1 DIRE 21,165, 000,60 o.ee 7,249 00 11,247 630.25
#Total 136,467,730 61 B}D/ 167,249,080 27,325,045 63

Click on column heading and
then click on <Extras> and <Line
items>.

KD

[l

b | ZnasasTsE ifmptst | OVR
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» Double click as shown on above screen to display Fund type and Fund.

» Highlight the Obligation column heading, click on <Extras> and <Line Items>. Thiswill
pull up al the Purchase Requisitions that have Funds in expiring commitments.

» Obtain a subtotal by Document number by clicking on the subtotal icon and clicking on
the “Reference Document Number” box. Click on the <Enter> icon.

List Edit Goto term

i zalia =

Commitment/Actual Line ltems by Document Number
g 2aFET 2 HEEME| ACET S| B | B eecdon: | 14 4 » P

08/09/2002 17:05:30 Commitment/Actual Line [tems by Document Mumbher 1 E
-
RefDocMo  |Ttem|FM pstg d.|¥alue Type Text|amt type |Curr.|Cmmt hdgt|FPayment budget|Text
NASE-40427 3|05/31/2002]| Purchase orders|Original |USD 25,000 .00 |TECH TRAMSFER MISSIO
* MNASE-40427 UsD 7H,008.00
NASE-40586 3|09/307/2002) Purchase orders|Reduction| USD 19,248 13- |HUMAN ENGINEERING &M
NASE- 40586 3|05¢31/2002) Purchase orders|Original |USD 19,248 .13 |HUMAN ENGIMNEERING AN
* MNASE-40536 UsD
NASE-40604 3|07#01/2002) Purchase orders|Original |USD 75,000 .00 |PROCUREMENT OF MATHE
* MNASE-40604 usD 7H, 008 .00
NASE-40836 FlO78E122002) Purchase orders|Original |USD 37,803 .00 |ENGINEERING SPT SERW
NASE-40836 FlO7IE1 /2002 Purchase orders|Original |USD 42,994 PO |ENGIMNEERING SPT SERW
NASE- 40836 12|07/0172002]) Purchase orders|Original |USD 17,979 .00 |ENGINEERING SPT SERW
MNASE-40836 120740122002 Purchase orders|Original |USD 11,811.00 |ENGINEERING SPT SERW
NASE- 40836 13|07/01/2002) Purchase orders|Original |USD 1,694,418 00 [(ENGIMNEERING SPT SERY
* MNASE-40836 UsD 1,805,005 00
NASE-44000 8|05/31/2002) Purchase orders|Original |USD 154,030 .00 |UTILIZATION MISSION M~
* NASE-44000 UsD 154,030 .08
NASE-50001 5|07/01/2002) Purchase orders|Original |USD 431,018.00 |FACILITIES SUPPORT E
NASE-50001 FlO7iA1 2002 Purchase orders|Original |USD TO6,276.00 |FACILITIES SUPPORT E
* NASE-50001 UsD 1,227,294 00
G UsD 27,325,045 63 [
[~
A0 |[4I[»]

| D | ZnasasTaR PEl| iimatst | OVR

Subtotal by Reference Document Number (left side of screen).
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List Edit Goto Settings wstem  Help

v B dH @ OHRER aDhon HE @

Commitment/Actual Line jitems by Document Number
g AFE T 2% AMAE| A EETH| B s B B seedons | 14 4 kP

OEfO9/2002 17:05:30 Commitment/Actual Line Items by Document Mumber 1 Eg
Refhochlo Item|Text FHMA  [Fund Funds ctr|Cmmt item|5tat. Ind.
NASE-40427 3|TECH TRAMSFER MISSION SPT TECH MASTERS WASA |HSF341995D| 62-260 2550

* NASE-40427
MNASE-40586 3|HUMAN ENGINEERING AMALYS IS5 OF FLIGHT SU|MWASA|HSF341995D|62-477 2550
NASE-40586 3|HUMAN ENGINEERIWNG AMALYS IS5 OF FLIGHT SU|MWASA|HSF341995D|62-477 2550
* NASE-40586
MNASE-40604 3|PROCUREMENT OF MATHEMATI CAL MODEL DEWEL|MWASA|HSF341995D|G6Z2-478 2550
" NASE-40604
NASE-40836 7|ENGINEERING SPT SERYICES RECOMPETITION WASA |H5F341995D| 62-250 2550
NASE-40836 7|ENGINEERING SPT SERVWICES RECOMPETITION WASA |HSF341995D| 62-274 2550
MASE-40836| 12 (EWNGINEERING SPT SERWICES RECOMPETITION WASA |H5F341995D| 6G2-478 2550
MASE-40836| 12 (ENGINEERING SPT SERWICES RECOMPETITION WASA |HEF341995D | 62-478 2550
MASE-40836| 13 |(ENGINEERING SPT SERWICES RECOMPETITION WASA |HSF341995D| 62-953 2550
* NASE-40836
MNASE-44080 B|UTILIZATION MISSIOMN SUPPORT WASA |HEF341995D| 62-902 2520 —
* NASE-44000
NASE-50081 S5|FACILITIES SUPPORT EFFORT TO MODIFY, MMG|MASA|HSF341995D(62-479 2550
NASE-50081 F|FACILITIES SUPPORT EFFORT TO MODIFY, MMWG|MWASA|HSF341995D|62-478 2520
* NASE-5O081
A0l I[«[»]

| [> | ZMASASTSE P2 ifmptst | OVR

Subtotal by Reference Document Number (right side of screen).

This report subtotals by Reference Document number. The user may also click on a Document
number to see the original Purchase Requisition.

The identification of obligationsin canceling appropriations needs to be completed by the
prescribed deadline each fiscal year in order to comply with OMB A-11. OMB A-11 states that
legitimately incurred obligations that have not been disbursed (i.e. paid) at the time the
appropriation is cancelled cannot be disbursed from the canceled obligated or unobligated
balances of the cancelled appropriation. After an appropriation is cancelled, and obligations or
adjustments to obligations that would have been properly chargeable to that appropriation may be
disbursed from an unexpired appropriation that is available for the same purpose as the closed
account, provided that:

The obligation or adjustment is not aready chargeable to another unexpired
account.

Payment of obligations against canceled appropriations from unexpired
appropriations is limited to one percent of an unexpired appropriation. No more
than one percent of an unexpired appropriation may be used to pay any
combination of canceled obligations. Thisis acumulative limit. It appliesto one
percent of the annual appropriation (not total budgetary resources) for annual
accounts and to unexpired appropriations for multi-year accounts.
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1.19 Review Commitments in Expiring Authority
» Run ZNASAST5 (Status of Funds Report). See screen print below.

Program Edit Goto  Systerm Help
& - €& EDEHE S TLA0 BEE) @
Selection: NASA Fund Status Cumuliative

(Er  Classification

Standard selections

Fund = ta ‘E\

Key date 07 s31/2002

Hierarchy Variant l .

Funds center to IE‘ Click hereto |mp0rt a
Fund Set (.txt file) for all

ear cormmitment iterm H H

Wariant geEa Commltments In_

Cammittment iterm ta ‘E\ EXDIrInQ AUthOfItV.

Report selections

Fhl area NASH Agency
Fizscal year 2802
Feriod e} Mot assigned
To period 16 Special period 4
To fiscal year £
’I@ hake an entry in all required fields a2k IZNASASTS ifmptst | OVR

Multiple Selection for Fund

@& 15ingle Yal k O@ Ranges h @0 Single vals h @O Ranges

MS5442001D0 [

Click on Import from
Text fileicon and then
import the .txt file of

- Commitments in Expiring
[0 ][] Authority (from a Fund
Set).

[«][»]]

s o & | Multiple selection.. B 3

» Click on <Import from> icon (green button on bottom tool bar) and copy in your Fund
set or aFund set aready created by the BW Team (see screen below).
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l:ICnre FinancialsiTest IPTWFass 4 Execution LogsiSGLLOGEWC I0singiPass 4

Search for file to
import. Leave ASC in
Click on Data format field.

Tanstor| ) % | e

@@ 3655ingle vals

54420010 |2
REDHO19T ..
REeDO4197 ..

R&041a7 .
REDX2198 . Illustrates the Fund set
CFO0519810 copied into SAP single
CENR1a310 \</aEI)l(Je fltelds- Then click on
CFO71981D ecute> icon.

CFOE1981D0

[«][»]]

I @ E' @ @ | Multiple selection.. | @ E|

» After the Funds are copied into the SAP single-value range field, click on the <Execute>
icon.
» At the next screen, click on <Execute> icon. The report in the following screen will

appear.
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Report

Edit Goto

ings

System

Help

Execute NASA SGL Reconciliation Report: Overview
H Ia s T 864 4 MM Mumher farmat... | B 27

[+]
MASA S6L Reconciliation Report Current data (O8/08/2002 15:28:51) E
—Navigatiam
Fund twype Y
Fund
Budget subtype !
.".rn_uunt type r
ZEC R
Fiscal year Luthority Reim Auth Committmts Obligatns Exp futh U Exp futh P
Displayed in 1 UsD 1 UsD 1 UsD 1 UsD 1 UsD 1 UsD
o002 136, 467,730 .61 0. ae 167,249 00 27,325 048 G3 2 622,143 .13 [ 2]
#Total 136, 467,730 .61 0. oo 167,249 60 27,325 045 G3 2 622,143 .13 B.ea
Double click twice here
to drill down by Fund
type and Fund.
[«]
[~

D | znmsasTER P ifmptst | OVR

Report  Edit

Goto

15
G

Help

CRE Do BEE @B

Execute NASA SGL Reconciliation Report: Overview

B &S0 T ST 84

L0 i Murnber format... | S 27

NASHA S6L Reconciliation Report

Current data (08/08/2002 15:28:51)

—havigatiormr
Budget subtype +| ElFiscal year E @_ pdc [l
Amount type ElFund type AT @ DIRE DIRE
Commitment item A
Functional area b
¢ %
Fund Luthority Reim Auth Committmts Obligatns
Displayed in 1 USD 1 UsSD 1 USD 1 USD
SMASASHEF3419950 HSF PY 1995 DIRE 115,302 730,61 o, o.ag 16,077,415 .38
SHASA/ME442001D0 M5 DiscretezEd1 DIRE 21,165, 000,60 dcl} 167,249 .00 11,247 630.25
#Total 136,467,730 61 o.00 167,249,080 27,325,045 63

Click on column heading and
then click on <Extras> and <Line
items>.

KD

[l

b | ZnasasTsE ifmptst | OVR
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» Double click as shown on above screen to display Fund type and Fund.

» Highlight the Commitment column heading, click on <Extras> and <Line Items>. This
will pull up all the Purchase Requisitions that have Funds in expiring commitments.

» Obtain a subtotal by Document number by clicking on the subtotal icon and clicking on
the “Reference Document Number” box. Click on the <Enter> icon.

Setlings
] Bl H e CHR Do EHE @@
Commitment/Actual Line tems by Document Number
G AFEY EHAM| OTEHT®|E G| W seedons | 4 4 0 P

em Help

pE/E8/2002 15:36:42 Commitment/Actual Line Items by Document Mumher 1 E
Refhocho Item|FH pstg d.[¥alue Type Text Amt type|Curr. [Cmmt bdgt Pymt hdgt [Text FHA
4200080891 1167811 /2002| Purchase requisitions|Original (USD 8,487 01 [See Item Text |NASA
4200080891 1(6781122002] Purchase requisitions|Change UsD 0.081-(5ee Item Text |NASA

* 4200000851 Ush 8, 487 .00
4200000944 11078152002 Purchase requisitions|Original (USD ag8,000.01 |See Item Text|MASA
4200000944 10781572002 Purchase requisitions|Change usD 0.081-(5ee Item Text |NASA
* 4200000944 sh 88,000, 00
4200081095 1107 15/2002) Purchase requisitions|Oriainal [USD 28, 352.01 |See Item Text|MASA
4200001095 1687/15/2002) Purchase requisitions|Change  [USD 0.01-|5e8 Item Text|MASA
* 4200001095 uso 20,352 .00
4200001099 1687/1582002) Purchase requisitions|driainal (USD 30,000,801 |See Item Text|MASH
426000103949 1|687/1542002) Purchase requisitions| Change  [USD 0.01-|5e8 Item Text|MASA
* 4200001099 uso 30,000, 00
4200001264 1|687/1542002) Purchase requisitions|driainal (USD 11,410,071 |See Item Text |MASH
4200001264 1|67 /1542002) Purchase requisitions|Change  [USD 0.01-5e8 Item Text|MWASA
* 4200001264 uso 11,410, 00
i ush 167, 249.00
[E
[+

A0l | |[«I[¥]

|ig List has heen sorted D | znagasTse bel| immptst | OVR

Subtotal by Reference Document Number.

This report subtotals by Reference Document number. The user may also click on a Document
number to see the original Purchase Requisition.

THE IDENTIFICATION OF EXPIRING COMMITMENTSNEEDS TO BE
COMPLETED BY THE PRESCRIBED DEADLINE EACH FISCAL YEAR IN ORDER
TO PROVIDE NOTIFICATION TO PROJECT M ANAGERSTO OBLIGATE THE
EXPIRING COMMITMENTS.

1.19.1 Reconcile Outstanding Advances (Direct Funds)

This activity is performed prior to year-end to verify that the balance in SGL Account 1410.0000
represents the total outstanding advances for which afinal settlement voucher/invoice has not
been processed. If afinal settlement voucher/invoice has been processed and an advance remains
outstanding, then the advance should have been reclassified as an accounts receivable.
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Procedures:
» Obtain adetailed list of outstanding advances.

1. Atthe SAP Easy Access screen, enter FMFG_E_TRANS REG (Transaction
Register) in command field.

2. Click on the Dynamic Selection icon (or Control + F1) and select the last
Document number in the display box. The Dynamic Selection icon is the
red/green/blue stripped icon in the tool bar.

3. Select <SGL Account> and enter 1410.0000. Thiswill give alist of all
advances by Doc. Number as shown in the following screen.

4. Rerunreport. Click on the Dynamic Selection icon and select Document Type
ZE to query for only Travel Advances.

List Edit Goto Settings  System Help

] BldH Qe DHR Do HE @F

Transaction Register
M4 » ME ST EFEEMAES 3 @ @ chose [& Save [l [ Selections

OF /O9/2002 12:02:45 Transaction Register 1 E
-
Ref. Doc. Fstg date Doc. date Period Year CoCd Curr :
Doc.no. Fund Funds ctr  Cmmt item Account Dehit &mou  Credit Amo
2000000013-1 091372001 P93/ 20E1 12 2001 NASAE USD
Z200P00BE13 MS4220010  GB2-ADTRAVEL DINWT 2120. 0800 300 . 06 -
2000000613 MS4220010 G2-LDTRAVEL 21800 1410, EER 36000
48300000534 MS4220010 G2-ADTRAVEL 2100 4302 . 0000 300 . 06 -
4800000534 MS422001D0 G2-ADTRAVEL 21800 4301 . 0BE0 36000
* 2000000613-1 usp
GEE.0R GOE . 06 -
1900R00535-1 093042001 BI/30/ 2001 12 2001 NASA USD
19000AR535 HSFH420010 G62-MPTRAVEL RECY 1410. QR0 A0 .00-
190P0AR535 HSFH420010 G2-MPTRAVEL 21800 B100. 2133 50,00
4800003121 HSF5420010 G2-MPTRAVEL 2100 4901 . 0AE0 50.00-
4800003121 HSF5420010 G2-MPTRAVEL 21800 ET00 . 0A00 50 .00-
4800003121 HSF5420010 G2-MPTRAVEL 21800 3107 . 0800 50.00
4800003121 HSF5420010 G62-MPTRAVEL 21800 4610. 2000 50.00
* 1900000535-1 UsD
150.00 150 .08 -
[=]
[~

[ | FMFG_E_TRANS_REG P2 ifmpdey | OVR

Sample results from searching by SGL account 1410.
5. Another optionistouse S ALR_87012105 (List of Down Payments Open on

Key Date). This report allows you to sort outstanding advances (non travel
advances) by vendor.
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Yendor
Sp.GIL accounts

Currency
Tax on salesipurchases code
Key date 87/09/2002

Enter NASA
and FY.

© [s_ALR 87012105 Pl mmpder |

S ALR_87012105

List of Down Payments Open On Key Date - Vendors

Lgency List of Down Payments Open On Key Date - YWendors Time 12:1E
Washinoton DC RFKP.NZBB."E'

DEPEM1BEER4 Ormond Inc. Santa Fe Springs 90670

azi1z/o2 ‘ 1450 0000 ‘ ‘ usn ‘ TOO. A0 ‘ Toe.an ‘

0000188009 Advex Corporation Hampton 23666

‘gﬁﬁgﬂ@)&&"&%‘g&i“ EI‘I."EIEHEIZ‘ 1419.0990‘ ‘ USD‘ 200 .60 ‘ 200 .60 ‘

goa188014 Fred Wilson & Associates, Inc. Jacksonwille 32207

T T T T T T T T [«
[~

10|

6. Another optionisto use S_ALR_87012277 (SGL Account Balances). This
report allows you to view Advances to Others by Business Area (62).
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Edit

Goto

m  Help
=] | <

OCram

ICQQ I DFEHFB BT OO DR @
G/L Account Balances
® A
GIL account selection g
Chart of accounts LISGL@ 1o ﬂ =
GiL account 1410.0000 to
Company code NASA ta =
Selection using search help
Search help ID
Search string
Complex search help
Accounting transaction selection
Fiscal vear 2002 to = i
Business area 62 to
Currency type
Further selections
Reporting periods o1 to 16 ﬂ
Account currency 1o
Account halance to E ;

b | 5_alR_87012277 PEl | ifmpdey | OVR

List

Edit

Help

& | Bd @@ 2HE 8Do8 HE @
G/L Account Balances
Lgency G/L Account Balances Time 12:2E
Washington DG RFSSLDBEI;’E
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» Accounts Payable will prepare a manual journal voucher at month end to adjust advances.

1.20 Review Unfilled Customer Ordersin Expiring Funds
This may be performed by Reimbursable and/or Accounts Payable at year end.

Using BW Report, PRRPT 27, Unfilled Customer Orders in Expiring Funds, per definition by
Treasury, the total amount of unearned reimbursable orders accepted with or without an advance.
This account represents the amount of goods and/or services to be furnished for other Federal
Government agencies and for the public.

Accounting Operations will identify the Unfilled Obligations and contact the Program Managers
who have reimbursable funds that will be expiring.

No action is required at the time the appropriation expires, as this represents obligated funds in
anticipation of completing the goods and/or services contracted. Action will be required at the
time the appropriation is to be cancelled, however.

1.21 Compare Beginning Balances to Ending Balances

The SGL group is responsible for comparing the ending balances for Period 16 (prior fiscal year)
with the beginning balances for Period 1 (current fiscal year) in FI and FM modules. For FM
verify by Fund using the status of funds report, and For Fl verify by SGL Account usethetrial
balance.

Procedures:

» To verify Fund balances between Period 16 and Period 1, use the Status of Funds Report
(ZNASAST5). Select a Fund and Business Area, and then click on the <Execute> icon.

» To verify beginning and ending balances by SGL Account, use the Trial Balance
(S_K14_380000325).

If all ending balances from the previous fiscal year do not equal beginning balances from the
current fiscal year, notify the BFB External Reporting Team.
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Appendix I: Signatory Page
National Aeronautics and Space Administration

Certification of Procedure Performance and Review
{Name of Entity}

This form must be completed for each procedure (e.g.,
Hpisigtlenfelalsy review, reconciliation, analysis, comparison, etc.),
attached to the procedure, and retained for audit purposes.

Descriptive Title of Procedure Period

Preparer’s Section
| certify that the procedure above has been performed in accordance with prescribed
agency and center guidelines including proper source documentation. The performance
of required procedures has revealed the following:

a No exceptions

T Exceptions which are noted below and asitem ____ in the corrective action plan

Preparer Name Preparer Signature Date Prepared

Reviewer’s Section

I have reviewed the above procedure and concur with Preparer’ s findings and suggested
corrective actions.

Reviewer Name Reviewer Signature Date Reviewed

Description of Exceptions including Amount
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Appendix 11: Generating a Report with Reimbursable Funds Only

1. Enter transaction code FM5S

Display Fuid: initial Scresn

& owama)

S TR
L FLE

ﬂurﬁi = | e | Ews. | e | B | B ey | wise | @ | @toe. | @ | saun | oo [fmne. [di S

Click on the multiple selection circle at right of the Fund line. Thiswill bring up
the pop-up window shown above.
Enter *R in the Fund field. Make sure the “Maximum no. of hits’ field is empty.

Click the green check mark.
The following screen will appear.
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Restrict value range (1) 255 Entries found
¥ Search via name L Search via custamer L Search via application of fundz ih IBIB

[ v

R EEERIE

Fil area: MNASA lm‘

Fund “|Name |De5cription

CF051994R |C of F Apportionment C of F Appodionment 1994 Reim |E|
CEO718981R  CF 1931 REIM CF 1931 REIM |E|
CEO71982R  CF 1932 REIM CF 1932 REIM ]
CEO71992R  CF 1992 Reim CF 1992 Reim [
CF27T1994R  CF 1994 Reim CF 1994 Reim

CE281994R  CF 1994 REIM CF 1994 REIM

CFX31981R  C of F Apportionment CofF Apportionment 1981 Reim 1972 - 1981

CEX31982R  C of F Apportionment C of F Apportionment 1982 Reim

CEPX31992R  C of F Apportionment C of F Apporionment

CF31994R  C of F Apportionment Cof F Apportionment 1994 Reim

HSF241995F HSF PY 1995 REIM HSF for PY 1995 - Reimbursable

HSF341996R HSF PY 1996 REIM HSF for PY 1996 - Reimbursable

HSF341959YR HSF PY 1997 REIM HSF for PY 1997 - Reimbursable

HSF341998R HSF PY 1998 REIM HSF for PY 1998 - Reimbursable

HSF3419599F HSF PY 1999 REIM HEF for PY' 15999 - Reimbursable

HSF372002R HSF CEMinR 2002 REIM HSF C of FMinor Revitalizt FY2002 Reimb

HSF372003R HSF CEMinR 2003 REIM HSF C of FMinor Revitalizt PY2003 Reimb

HSF382002F HSF CFFacP 2002 REIM HEF MSC of FFacil Plan PY2002 Reimbah

HSF382003R HSF CFFacP 2003 REIM HSF MSC of FFacil Plan PY2003 Reimbah —
HSF412002F HSF Labor 2002 REIM  HSF Lahor Py 2002 Reimbursahle %
Lo A1 20020 LIS | sbsee 2002 DIk LICEC | ~bme DWW OO0 Dimirabars alndo —

Click on the first Fund in the Fund column. Then hit the <Ctrl|> key + Y.
Scroll down to the end of thelist. Then hit the <Ctrl> key + C.
This copies the list of funds you requested to the SAP clipboard.

Open up anew session to run your report. Type in the t-code for the report you want to

generate.
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Click here

to import
funds.
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: Selection

D B Dwssoues.
=

On this screen,
click on the green
icon at bottom to
bring up the
Import display
box.

D T ©
=

(Tranarer B &

a0 8 = | 0| B, | ot | o E ] | e | | e ] .| et |

L5 TR

Click on the green “Texas’ (Import from text file) icon. Thiswill bring up the
Import Local File display box.

Click on the clipboard icon at bottom of display window.

Thiswill copy the list of selected funds into your report query as shown below.
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==
Cheack B e - Endar

1 %5 | ] B B o i | o . ]
Trial Balance selection with just Reimbursable Funds.

Click execute to exit window. Click execute again to generate report.
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Appendix 111: T-Codes and Associated L edger

SPL LEDGER FUNDS MANAGEMENT
GR55 ZNASAST5
ZRFFMFG_FMUSFGA ZNASAST5B

FMFG_E _TRANS REG ZNASAR

S KI4 38000323 ZNASANR

S KI4 38000325 S KI4 38000337
FMFG_E_SF224 S KI4 38000338
ZFI_ACCT BAL EX RPT__ | ME23N
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Appendix 1V: SAP Menu Paths for SGL Transaction Codes and Reports

Note: These transaction codes can by typed in the Command Field in SAP. Frequently
used transaction codes can be added to the user’ s favorites.

Menu path for FMFG_E_TRANS REG (Transaction Register)
Accounting

Financial Accounting

Funds Management

Information Systems

Additional Functions: USA Government

Federal Government

Miscellaneous

Transaction Register

VVVVYVYYYYVY

Menu path for FMRP_RFFM EP10OX (Commitments. Line Items by Doc. Number)
Accounting

Financial Accounting

Funds Management

Information Systems

Line Items

Commitments/Actuals

VVVVYY

Menu path for ME23N (Display Purchase Order)
Logistics

Materials Management

Purchasing

Purchase Order

Display

VVVVY

Menu path for MRBR (Release Blocked Invoices)
Logistics

Materials Management

Logistics Invoice Verification

Further Processing

Release Blocked Invoices

Y VVVVYVY

List of Downpayments Open on Key Date — Customers

Menu path for S KIR_ 38000323 (Trial Balance by Fund at SGL Account L evel)
» Accounting
» Financial Accounting
» Funds Management
» Information System
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» Additional Functions: USA Government

» Federal Government

» Miscellaneous

» Tria Balance by Fund at SGL Account Level

Menu path for S KIR 38000325 (Trial Balance by Fund at Full Account Level)
» Accounting
» Financial Accounting
» Fund Management
» Information System
» Additional Functions: USA Government
>
>
>

Federal Government
Miscellaneous
S K14 38000325 — Trial Balance by Fund at Full Account Level

Menu path for SM 37 (Batch Input: Session Overview)
Logistics

Productions

SOP

Planning

Mass Processing

SM37 — Job Overview

VVVVYY

Menu path for XK03 (Display Vendor: Initial Screen)
Logistics

Materials Management
Purchasing

Master Data

Subsequent Settlement
Vendor Rebate Arrangements
Environment

Vendor

Edit Vendors

Vendor

Display

XKO03

VVVVVVVVVVVY

Business War ehouse (BW) Reports:

BERPT 12 — Expiring Funds Balance
GENRPT2 — Analysis of Work in Progress
GENRPT 15 — Cost Over Obligations Report
PRRPT 30 — Status of PR’s, FY Amounts
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Transaction Codes without a Menu Path in SAP:

ZFI_ACCT_BAL_EX_RPT (Account Balance Exception Report)
ZFI_CST_DISBURSE_RPT (Report on Contractual R&D Services)
ZMM_PUR_DOCSTAT (Purchasing Documents per Material Group)
ZMM_PUR_Workflow (Workflow Document Tracking)

ZNASAST5 (NASA Fund Status Cumulative)

ZNASAST5B (NASA Funds Status— Unliquidated View)
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Appendix V: Termsand Acronyms

ABAP
Advanced Business Application Programming. It is the programming language in which
SAP s coded.

Account Assignment Template

Account Assignment templates are created by users to post transactions frequently used to
SAP. After creation, the template is given a user-specified name. Dollar amounts or other
attributes can be changed as needed.

Adjusted Trial Balance (ATB)

A list of genera ledger accounts and the corresponding balances (including adjustments) as
of a specific date. The total debit balances must equal the total credit balances. In reference
to FACTS (I and I1) reporting, the adjusted trial balance includes USSGL attributes and the
USSGL account balances should reflect pre-closing adjusting entries.

Allocation
The amount of budget authority transferred from one agency, bureau, or account that is a
transfer Appropriation Account to carry out the purposes of the Parent Appropriation.

Allotment

Authority delegated by the head or other authorized employee authorizing employees to incur
obligations within a specified amount, pursuant to OMB apportionment or reapportionment
action or other statutory authority making funds available for obligation. Each agency makes
allotments pursuant to specific procedures it established within the general requirements
stated in OMB Circular A-11. The amount alotted by an Agency cannot exceed the amount
apportioned by OMB.

Application of Fund
Treasury Fund Symbol. NASA Appropriation symbol.

Apportionment

A distribution made by OMB of amounts available for obligation, authorized by an
Appropriation and out of a Fund Account, into amounts available for specified time periods,
activities, projects, objects, or combinations thereof. The amounts so apportioned limit the
obligations that may be incurred.

Appropriation

New obligational authority. (1) The authority to obligate the government to make future
payment for goods and services, and to make such payments from the Treasury. (2) The
numeric and/or alphanumeric character assigned by Treasury to an account used to identify
an agency’s account with the Treasury Department. The availability of the Fund for
expenditure and the source of the receipts are indicated by the symbol. For example,
8020110 — 80 denotes a National Aeronautics and Space Administration account, 2 denotes
that it is a one-year appropriation available for obligations for one year, and the last four
digits (0110) indicate that it is part of NASA’s Science Aeronautics and Technology
Appropriation.
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Asset

Tangible or intangible items owned by the Federal government which have economic benefits
that can be obtained or controlled by a Federal government entity. USSGL asset accounts are
in the 1000 series and have a normal debit balance.

ATB Code (Adjusted Trial Balance Code)

Consists of a department, bureau, and Treasury appropriation/Fund group. Thisis a unique
identifier code for arecord in the Master Appropriation File used to report FACTSI. For
example, if arecord has a department ID of 12, a bureau ID of 16, and a Fund group ID of
1118, the ATB Code is 12161118.

Balance Sheet

A report on the operating assets and liabilities related to the delivery of goods and services by
government reporting entities. The balance sheet presents, as of a specific time, amounts of
future economic benefits owned or managed by the reporting entity exclusive of items subject
to stewardship reporting (assets), amounts owed by the entity (liabilities), and amounts
which comprise the difference (net position).

Budget Authority (BA)

The authority provided by law to incur financial obligations that will result in outlays.
Specific forms of budget authority include appropriations, borrowing authority, contract
authority, and spending authority from offsetting collections. Budget authority may be
classified by its duration: One-Year (annual) Authority, Multiple-Y ear Authority, or No-
Year Authority, by the timing of the legislation providing the authority (Current Authority or
Permanent Authority, by the manner of determining the amount available (Definite Authority
or Indefinite Authority), or by its availability for new obligations.

Budgetary Accounts

Accounts that reflect changes in the status of an Agency’s budgetary resources. Budgetary
accounting tracks and controls budgetary resources and the status of those resources. All
USSGL accounts in the 4000 series are budgetary accounts. These accounts cannot be posted
manually in the SAP system; they are automatically generated in the Special Ledger module
based upon the proprietary accounts being posted.

Business Area
Business Areais the same as a NASA Center. Itisalegally independent organizational unit
within a client for which internal reporting balance sheets can be created.

Business Warehouse (B/W)
The data stored in a separate database from SAP used to generate various process reports and
inception-to-date reports.

Cancelled Appropriation

An appropriation account whose balance has been closed. An account available for a definite
period (fixed appropriation account) is cancelled five fiscal years after the period of
availahility for obligation ends. The terms cancelled appropriation and closed account are
Synonymous.
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CAS$HLINK

A Treasury system used to manage and monitor the collection of Government revenues and
report the balances to Federal agencies. It is an electronic network that connects Federal
Agencies, commercia banks, the Fed banks, and the Treasury Department Fund managers
together.

Chargeback
A transaction reversed by a bank due to incomplete transaction information or inappropriate
handling as prescribed in the Master Agreement.

Chart of Accounts

The list of general ledger account numbers that subdivide basic accounting equations, with
associated titles and definitions, used by an entity for posting to its general ledger. The SGL
Chart of Accounts includes the following series: 1000 — Assets; 2000 — Liabilities; 3000 —
Net Position; 4000 — Budget Resources & Status, 5000 — Revenues & Financing Sources;
6000 — Expenses; 7000 — Gains and Losses; and 9000 — Memos.

Clearing Accounts

These accounts temporarily hold general or special trust Fund collections and disbursements.
Agencies use these accounts pending clearance to the applicable receipt or expenditure
account in the budget. A fiscal year “F" preceding the last four digits of the Fund symbol
identifies a clearing account.

Closed Account

An appropriation account whose balance has been cancelled. An account available for a
definite period (fixed appropriation account) is cancelled five fiscal years after the period of
availahility for obligation ends. The terms cancelled appropriation and closed account are
Synonymous.

Collection
The transfer of monies from one source to another for the payment of goods and/or services.

Commitment

An administrative reservation of an allotment or of other funds in anticipation of an
obligation. The amount of alotment or lower level authority committed in anticipation of an
obligation.

Commitment | tem

A commitment item is the same as the object classification. It isthe key link between the Fl
(Financial) and BE (Budget) modules in SAP, and derives how the budget is updated in SAP.
The Functional Areais generally derived from the commitment item. Examples of
commitment items include: 1000 (Labor), 2000 (Travel), 2520 (Other Services), 3100
(Equipment), 4300 (Interest and Dividends).

Company Code
Always “NASA” within SAP.
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Cost
The cash value of the resources allocated to a particular program or project. It includes direct
costs and indirect costs.

Cost Center

A logical grouping of one or more related activities and/or organizational unitsinto a
common pool for the purpose of identifying the cost incurred for performing all of those
activities.

Cost Center Groups
Groups created of multiple project cost Centersin SAP to capture information by Performing
Organization.

Cumulative Results of Operations

The net results of operations since inception plus the cumulative amount of prior period
adjustments. This includes the cumulative amount of donations and transfers of assetsin and
out without reimbursement.

Deobligation
Cancellation or downward adjustment of previously recorded obligations.

Deposit

Monies that are presented for credit to the U.S. Treasury. Such transfers can be made by an
organization unit(s) or directly by the remitter. All such transactions are affected through a
Federal Reserve Bank or other financial institution.

Deposit Fund Accounts

These accounts hold: (1) money the Government has withheld from payment for goods or
services provided; (2) deposits received from outside sources in cases where the Government
acts solely as a banker, fiscal agent or custodian, and (3) money the Government has withheld
awaiting distribution based on alega determination or investigation.

Direct Costs
Costs directly and fully traceable to a specific project, system, or task.

Disbursements

Payments made using cash, checks, or electronic transfers. Disbursements include advances
to others as well as payments for goods and services received and other types of payments
made.

Document Type
A two-digit alpha code used in SAP that represent the type of accounting transaction being
processed.

Dynamic Selection

A red/green/blue icon appearing on the tool bar for select reports that allows user-defined
selections for database accesses. The tool allows the user to identify the order in which
selections appear in column order also.

115



FMM 9  Periodic Monitoring Controls Performed by Centers

Earmarking

Dedicating collections by law for a specific purpose or program. These include offsetting
collections credited to Appropriation accounts, and dedicating appropriations for a particular
purpose.

Earned Revenues

Earned revenues are revenues that arise when a Federal entity provides goods and services to
the public or to another government entity for a price.

Expended Authority

Paid and unpaid expenditures for (1) services performed by employees, contractors, vendors,
carriers, grantees, or lessors (2) goods and tangible property received; and (3) amounts
becoming owed under programs for which no current service or performance is required (i.e.,
annuities, insurance claims, other benefit payments). (SGL Account 4901 = Unpaid; SGL
Account 4902 = Paid)

Expended Appropriations (formerly Accrued Expenditures)

Changes during a given period that reflect the costs incurred and the need to pay for services
performed, goods received/ accepted, or amounts to be owed in the future under programs for
which no current service or performance is required.

Expenditures

Thisisthe same as an outlay. Paid and unpaid expenditures for (1) services performed by

employees, contractors, vendors, carriers, grantees, lessors, or other government funds; (2)
goods and tangible property received; and (3) amounts becoming owed under programs for
which no current service or performance is required (i.e., annuities, insurance claims, other
benefit payments).

Expense

The outflow of assets or incurrence of liabilities (or both) during a period as a result of
rendering services, delivering or producing goods, or carrying out other normal operating
activities. USSGL expense accounts are in the 6000 series and have a normal debit balance.

Expired Account

An Appropriation or Fund Account in which the balance is no longer available for incurring
new obligations because the time available for incurring such obligations has expired.
Expired accounts will be maintained by fiscal year identity for five years. During this five-
year period, obligations may be adjusted if otherwise proper and outlays may be made from
these accounts.

FACSF
Financial and Contractual Status Report

FACTS| (Federal Agencies Centralized Trial-Balance System |)

A Department of the Treasury system for the electronically submitted preclosing, adjusted
trial balance(s) at the Fund group level using U.S. Government Standard General Ledger
accounts and other specified elements. FACTS | supports consolidated financial statement
reporting. The FACTS | report is comprised of the four-digit USSGL account plus the
following attributes. federal or non-federal, exchange or non-exchange, custodial or non-
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custodial, trading partner, normal debit or credit balance, and notes regarding capitalized
acquisitions.

FACTSII (Federal Agencies Centralized Trial-Balance System | 1)

Federal Agencies' centralized trial-balance system I1. Allows agencies to submit one set of
accounting data that fulfills the needs of the SF-133 Report on Budget execution, the FMS
2108 year-end closing statement, and much of the initial data that will appear in the prior year
column of the Program and Financing Schedule of the President’ s budget.

Field Status Groups
The field status group assigned to an SGL account (in addition to the Sort Key on the Control
Data tab of SAP screen FS00) determines which fields must be populated and which fields
are automatically derived when posting ajournal voucher or other transaction. The groups
are:

G001 General (with text, assignment)

G004 Cost Accounts

G005 Bank Accounts (obligatory value date)

G007 Asset Accounts (without cumulative depreciation)

G012 Receivables/Payables clearing

G036 Revenue Accounts (with cost Center)

G045 Goods/Invoice received clearing accounts

G052 Accounts for fixed asset retirement

G067 Reconciliation accounts

G099 Budgetary Accounts (all optional)

G999 Any account (all optional)

Z001 Revenues & Expense (no budgetary impact)

Financial Closing
Activities executed in order to generate the Balance Sheet. Performed quarterly and annually.

Full Cost

Thisincludes al direct and indirect costs of Federal programs, products, and services. The
cost information can be used by the Federal Agency and Congress in making decisions about
allocating federal resources, modifying programs, and evaluating program performance.

Full Time Equivalent (FTE)

Term used to refer to civil service workforce, which is equivalent to a civil service employee
working one year (2080 hours). Includes the number of productive hours, holidays, and
leave.

Fund or Fund Account

A summary account established in the Treasury for each Appropriation and/or Fund showing
transactions to such accounts. Each such account provides the framework for establishing a
set of balanced accounts on the books of the agency concerned. Asused in OMB Circular A-
11, this phrase refers to general Fund expenditure accounts, special Fund expenditure
accounts, public enterprise revolving funds, Intra governmental revolving funds, management
funds, trust fund expenditure accounts, and trust revolving fund accounts.

Fund Account Symbol
This combination of numbers denotes the responsible agency, period of availability and Fund
classification according to a prescribed system of account classification and identification.
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Fund Balance with Treasury

The aggregate amount of the entity’ s account balances with Treasury for which the entity is
authorized to make expenditures and pay liabilities. This account includes clearing account
balances and the dollar equivalent of foreign currency account balances. (USSGL Account
1010.1000 and 1010.2000).

Fund Master

The Fund Master record is aten-digit character and contains the abbreviation for
appropriation (digits 1-3), Fund source (digits 4-5), program year (digit 6-9), and Fund type
(digit 10). The Fund master may only be mapped to one application of Fund, which is the
Treasury Fund symbol used for FACTS | and FACTS 1 reporting.. The Fund master contains
the availability dates (expiration and cancellation) of the Fund.

Fund Set

A “set” is an object that groups together specific values or ranges of values under a set name.
The set values exist within one or more dimensions of a database table. The following set
types are used in SAP: (1) basic sets; (2) key figure sets; (3) single-dimension sets; (4) multi-
dimension sets. The “Fund set” used in SGL is created and named by the user to select only
the Fund(s) desired. The Fund set can be used with standard reports such as the Trial Balance
and Status of Funds.

General Ledger (SGL) Account
A general ledger account that is equivalent to the U.S. Standard General Ledger.

Government Online Accounting Link System (GOALSI1)

The electronic network that ties agencies to Treasury and each other for the exchange of
information. Over the network, agencies can transfer funds to each other and receive
notification that Treasury has accomplished disbursements. Also, agencies and Treasury can
electronically submit and receive reports. The GOALS Il network can be used with awide
variety of terminals and modems.

Indirect Costs
Costs for which one single receiving object cannot be directly and fully identified, but are
instead allocated based on some type of cost allocation method.

I nterdepartmental Balance

This USSGL account balance results from a transaction between trading partners that are not
in the same department. The two-digit partner code used in the body of the Adjusted Trial
Balance should not be the same as the department ID of the Adjusted Trial Balance code.

I ntradepartmental

This USSGL account balance results from a transaction between trading partners in the same
department. The two-digit partner code used in the body of the Adjusted Trial Balance must
be the same as the department 1D of the Adjusted Trial Balance code.

I ntragovernmental

These transactions and/or balances result from business activities conducted by two different
Federal Government entities. Interdepartmental and intradepartmental are submits of
intragovernmental.
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IPAC

Inter-governmental Payment and Collection (IPAC) System is an Internet application for
intragovernmental payments. |PAC was developed by the Treasury Department to replace
the On-line Payment and Collection System (OPAC) through the migration of the GOALSIII
OPAC application from a contractor-operated platform to a Government-owned and operated
platform.

Journal Voucher

A financia transaction within SAP that does not have an assigned t-code. Thereis amanual
entering of the SGL account number for both the debit and credit. One example is the debit
and credit entry for the Employee Reclassification of Benefits within the Labor interface.

Labor Cost System

Each Center hasits own Legacy labor system that is not part of SAP. There are interfaces
from each Center's Legacy labor system to SAP. The interfaces post the labor costs and the
labor (payroll) disbursements into SAP viajournal entry postings.

Labor Interface

Processes the labor hours brought over from the Labor Cost System and makes a journal
entry to the General Ledger to record actual labor costsin SAP. A calculation of FTE's
occurs within the interface and is passed into the quantity field in SAP.

Letter of Credit

Line of credit to a grant recipient established at time of approval of application. Letter of
Credit drawdowns will be reported on the monthly SF-224 submission. Also referred to as a
drawdown.

Liability

Amounts owed for items received, services received, assets acquired, construction performed
(regardless of whether invoices have been received), an amount received but not yet earned,
or other expenses incurred. USSGL liability accounts are in the 2000 series and have a
normal credit balance.

Line Item
Lineitem refers to aline of accounting information, (i.e., accounting classification elements
on a document.)

Master Appropriation File (MAF)

Treasury’s Financial Management System uses the MAF to control the Adjusted Trial
Balances and the FACTS | Notes reports. The MAF consists of (1) one record for each
Treasury appropriation/ Fund group by ATB code; (2) a Budget Sub-Function ID; (3) a Fund
type ID, and other codes and identifiers FM S uses for internal purposes.

Material Groups
Grouping materials and services according to their characteristics.

Master Data
Data relating to individual objects that remains unchanged for along time. Master data such
as SGL accounts, Fund, application of Fund and their relationships with the derived
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budgetary accounts are loaded into the SAP system at startup and updated thereafter as
changes occur.

Memo Accounts

Memos accounts are informational accounts within the 9000 Standard General Ledger series.
Memo accounts do not post to the Standard General Ledger and have no affect on the
financial reports.

Net Cost of Operations
Thisis the gross cost incurred by the reporting entity less any exchange revenue earned from
its activities.

No-Year Authority
Budget Authority that remains available for obligations for an indefinite period of time,
generally until the objectives for which the authority was made available are attained.

NSMS Interface

The NASA Supply Management System (NSMYS) interface is an automated SAP accounting
information exchange for purchasing, issuing and inventory adjustments of supply
transactions. The NSMS interface ensures Fund availability prior to issuing the supplies to
the customer and records the proprietary and budgetary accounting transactions based upon
pro forma entries.

Object Classification

A method of classifying obligations and expenditures according to the nature of services or
articles procured (e.g., personal services, supplies and materials, and equipment). Obligations
are classified by the initial purpose for which they are incurred, rather than for the end
product or service provided. The magjor object classes include: 10 — Personnel compensation
and benefits, 20 — Contractual services and supplies; 30 — Acquisition of assets; 40 — Grants
and fixed charges; 90 — Other. Many agencies have defined lower levels of object classes for
internal use.

Obligated Balance

The cumulative amount of budget authority that has been obligated but not yet outlayed, also
known as unpaid obligations (which is made up of accounts payable and undelivered orders)
net of accounts receivable and unfilled customers orders.

Obligation

An act obligating the government to make future payment for goods and services provided to,
or on behaf of, the government (e.g., a contract). Budgetary resources must be available
before obligations can be incurred. An obligation is incurred within SAP once a Purchase
Order ininput.

Obligation Authority

The sum of (1) Budget Authority provided for a given fiscal year, (2) Unobligated Balances
of amounts brought forward from prior years, (3) amounts of offsetting collections to be
credited to specific funds or accounts during that year, and (4) transfers between funds or
accounts. The balance of obligational authority is an amount carried over from one year to
the next because not all obligational authority that becomes available in afiscal year is
obligated and paid out in that same year. Balances of obligational authority are described as
obligated, unobligated, and unexpended.
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Open Item
A contractual or scheduled commitment that is not yet reflected in Financial Accounting but
will lead to actual expendituresin the future.

Qutlay

A payment to liquidate an obligation (other than the repayment of debt). Outlays are the
measure of Government spending. Outlays generally are equal to cash disbursements but
also are recorded for cash-equivalent transactions, such as the subsidy cost of direct loans and
loan guarantees, and interest accrued on public issues of the public debt. Except where outlay
figures are labeled as gross, they are stated net of any related refunds and offsetting
collections. Per GAO, outlays are the issuance of checks, disbursement of cash, or electronic
transfer of funds made to liquidate a federal obligation. Outlays also occur when interest on
the Treasury debt held by the public accrues and when the government issues bonds, notes,
debentures, monetary credits, or other cash-equivalent instruments in order to liquidate
obligations. Outlays are stated both gross and net of offsetting collections.

Posted Transaction
Data from financial transactions that have been processed, accepted and recorded in the
system.

Primary Costs
Those costs that are recorded in the Controlling Module through updates from Fl (journal
voucher) or Materials Management Module (goods receipt, service receipt, invoice, etc.).

Prior-Period Adjustments
Prior period adjustments are posted to USSGL account 7400.3740 or 7400.3730. The normal
balance can be either a debit or credit.

Pro forma Transactions
Predetermined standard set of general ledger account postings associated with an accounting
system.

Proprietary Accounting
Proprietary accounting is concerned with determining the financial position and results of
operations of the agency. Specifically, assets, liabilities and net position of the Agency.

Proprietary Accounts

Those accounts that reflect changes in the status of assets, liabilities, and equity. They
include all USSGL accounts except the 4000 and 9xxx series budgetary accounts.

Proprietary accounting records compose the basic accounting equation: Assets = Liabilities +
Net Position.

R/3
Realtime/3 tiered. The operating system behind SAP.

Reapportionment

A revision of a previous apportionment of budgetary resources for an appropriation or Fund
account. Thisform s prepared by NASA and must be approved by OMB.
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Reappropriation

An extension in law of the availability of unobligated balances of budget authority that have
expired or would otherwise expire. A reappropriation counts as budget authority in the year
in which the balance becomes newly available for obligation.

Reconciliation
Resolution of conflicting financial data from two or more sources.

Reconciliation Accounts
SGL accounts that pertain to customers and vendors and must be reconciled include: 1310,
1340, 1360, 1410, 1450, 2310, and 2960.

Recurring Entry

If auser expects to make a series of entries where the accounts and amounts are always the
same, such as monthly rental fees, arecurring entry can be set up in SAP. The recurring
entry is a set of datathat is not used until the due dates, and will not update account balances
until the due dates. The SAP system automatically posts the required transaction on the due
date.

Refund

A return of advances, collections for overpayments made, adjustments for previous amounts
disbursed, or recovery of erroneous disbursements from appropriation or Fund accounts that
are directly related to (and are reductions of) previously recorded payments from accounts.
Refunds will be deposited to appropriation accounts.

Reimbursements

Amounts collected or to be collected for commodities, work, or services furnished or to be
furnished to another appropriation or Fund or to an individual, firm, or corporation, which by
law may be credited to an appropriation or Fund account. Amounts collected may also
include interagency orders accepted and on hand, for which delivery has not been made, to
the extent that the order is avalid obligation of the ordering agency, and the collection will be
credited to the appropriation being reported (FMM 9020).

Reimbursable Order
Known also as Customer Orders. Orders for goods and services to be provided by the agency
to another entity in return for payment.

Reimbursable Obligation
An obligation financed by offsetting collections credited to an expenditure account in
payment for goods and services provided by that account.

Reimbursement

A sum received by the U.S. Government in payment for commaodities sold or services
furnished, either to the public or to another Government account, that are authorized by law
to be credited directly to specific appropriation and Fund accounts. These amounts are
deducted from the total obligationsincurred in determining net obligations for such accounts.
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Reservation

A set-aside of funds. Funds for a particular initiative that are removed from availability
although the specific needs for the initiative are not yet defined and the procurement process
for that initiative will not be begun until some later date.

Rescission
A legidative action that cancels new budget authority or the availability of unobligated
balances of budget authority prior to the time the authority would have expired.

Residual Budget Authority
Uncommitted and unobligated budget authority, i.e., the unused portion of an appropriation.

Revenue Accounts
Revenue accounts are USSGL accounts in the 5000 series, normally having a credit balance.

SAP
Systems, Applications, and Products in Data Processing. An Enterprise Resource Planning
(ERP) system.

Secondary Costs

Postings within the Controlling Module that record the movement of cost from the Sender
(posted amounts, actual dollars, or rates) to Receivers using secondary cost elements
(9999.X X XX).

SF-224 (Statement of Transactions)
A report, prepared and submitted to Treasury monthly, that details an organization’s
disbursements and/or collections, by appropriation and receipt account.

Standard General Ledger

A uniform listing of accounts and supporting transactions that standardizes federal agency
accounting and supports the preparation of standard external reports. SGL Chart of Accounts
(1) provides control over all financial transactions and resource balances; (2) satisfies basic
reporting requirements of OMB and Treasury, and (3) integrates proprietary and budgetary
accounting.

Statement of Budgetary Resources
An external report required by the CFO Act designed to present information related to
budgetary resources made available, and the status of budgetary resources, and outlays.

Statement of Changesin Net Position

An external report required by the CFO Act designed to provide information on the changes
in financial position from year to year and the causes of the changes. The statement provides
data related to the fiscal year changes in unexpended appropriation and cumulative results of
operations.

Statement of Financing

An external report required by the CFO Act designed to explain the relationship of budgetary
obligations to costs recorded in the financial statements. Basically, this statement reconciles
obligations (budgetary accounts) to net costs of operations (proprietary accounts).
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Statement of Net Cost

An external report required by the CFO Act designed to report the gross and net costs of
providing government goods, services, and benefits and hel ps assess the cost of service
efforts and accomplishments.

Statistical Cost

Postings in Controlling that are memo records and informational in nature and cannot be for
the alocated (e.g., primary postings to Project WBS' s with statistical postings made to Cost
Centers on direct cite procurements).

Status of Budgetary Resources

Budgetary accounts have normal credit balances and include USSGL account series 4400,
4500, 4600, 4700, 4800, and 4900. These accounts involve execution of the budget via
apportionment, allotments, commitments, unexpended obligations, and expended authority.
Status of Budgetary Resources is equal to Budgetary Resources that are normal debit
balances in USSGL account series 4100 and 4200.

Supplemental Appropriation

An act appropriating funds in addition to those in an annual Appropriation Act.
Supplemental appropriations may sometimes include items not appropriated in the regular
bills for lack of timely authorizations.

Suspended Transactions
Transactions that have not been completely processed and posted in the system.

System Closing
Activities executed in order to close the current period and carry-forward into the next period.

Transaction Code (t-code)

Sequence of characters that is entered in the command field on the toolbar and identifies a
transaction in the R/3 system. A transaction code (t-code) can be up to 20 characters and
should aways begin with aletter. Represents a short-cut method of executing a transaction.
Unless the user is at the main SAP menu, a/N or /O must be included before the transaction
code in order to execute the transaction.

Transfer

To move budgetary resources from one budget account to another. Depending on the
circumstances, the budget may record atransfer as an expenditure transfer, which involves an
outlay, or as a non-expenditure transfer, which does not involve an outlay. NASA only
performs non-expenditure transactions.

Treasury Appropriation Fund Symbol (TAFS)

A summary account established in the Treasury for each appropriation and Fund showing
transactions to such accounts. Each account provides the framework for establishing a set of
balanced accounts on the books of the agency concerned. Per OMB Circular No. A-11, this
phrase refers to general Fund expenditure accounts, special Fund expenditure accounts,
public enterprise revolving funds, intragovernmental revolving funds, management funds,
trust fund expenditure accounts, and trust revolving fund accounts. Also known as the
Treasury Appropriation Symbol (TAS), this four-digit identifier corresponds to the Treasury
account symbol found in the Federal Account Symbols and Titles (FAST) book. The
Treasury appropriation/Fund group combines all fiscal years reported for each agency
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appropriation or Fund account symbol. Synonymous with Treasury Appropriation Symbol
(TAS).

Treasury Appropriation Symbol (TAS)
Synonymous with Treasury Appropriation Fund Symbol (TAFS).

Treasury Closing

Processes defined by Treasury that specify the accounts that need to be closed and in what
order to close them, and required reports that can only be generated at this specific point in
time. Performed quarterly and annually.

Trial Balance
A ligting of al general ledger accounts and the corresponding balances as of a specific date
(before adjustments). The total debit balances should equal the total credit balances.

Unfunded Expense
A liability isincurred but no budgetary resources are currently available.

Unexpended Appropriations
This amount includes the portion of the entity’ s appropriations represented by undelivered
orders and unobligated balances.

Unobligated balance
The cumulative amount of budget authority that is not obligated and remains available for
obligation under law.

Variant
A specific setting that is saved when a program is executed. Transaction variants are used to
predefine the fields of a transaction, define the attributes of fields, or hide entire screens. For
example, avariant can be defined to view the Status of Funds report with only the specific
Fund(s) or time period specified. A variant allows the user to execute a routine transaction
without rekeying the parameters each time.

Warrant

An official document issued by the Secretary of the Treasury, pursuant to law, that
establishes the amount of money authorized to be withdrawn from the central accounts
maintained by the Treasury.

Work Breakdown Structure (WBS)

A model of aproject that represents the hierarchy of actions and activities to be carried out on

aproject. Can be displayed according to phase, function, or object.
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